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Smartly styled line of 45 models, with many new features, 
provides the correct metal desk for every office job 


N TUNE with today’s office needs, 

GF introduces the Generalaire. 
This new metal desk has many new 
features developed from long-time, 
thorough study of the needs of both 
large and small offices. It combines 
unusual beauty and smart styling 
with maximum functional value, 
flexibility and durability. 


Among the new features are a unique 
center drawer locking arrangement, 
nylon glide channel suspensions, 
graceful bi-metal pedestal struts with 
non-skid shoes which provide either 
29” or 3014” desk height, and com- 


plete interchangeability of parts. 


Also incorporated are such proven 
GF features as the smooth, long- 
wearing Velvoleum writing top, the 
30” depth, the full-bodied gray gloss 
enamel finish and anodized alumi- 
num trim, pedestal units completely 
sound-deadened and ready for con- 
cealed wiring, and completely flex- 
ible drawer arrangements. 


Appearance is such that the General- 
aire can be used harmoniously in 
large offices with existing installa- 
tions. Forty-five models, all quickly 
assembled from standard parts, pro- 


Good metal business furniture is @ 2004 investment 


(Circle 211 for more information) 





vide a range of types wide enough 
to meet any and every office job need. 


Generalaire is ready! See it in the 
GF dealer’s showroom. For an illus- 
trated folder, write The General 
Fireproofing Company, Department 
M-33, Youngstown 1, Ohio. 


ee 


GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 
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Policy re manuscripts: The object of Manage- 
ment METHODS is to offer "practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion, Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 

Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history and, when possible, 
to quote an officer of the company. 

We endeavor to return all manuscripts. How- 
ever, we assume no responsibility for material not 
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Does paper freight keep you in low gear? 


Many a firm has suddenly shifted into high simply by 
dumping its heavy load of paper-work. 

One good example is Cassens Transport Co., of Hamel, 
Ill., hauling automobiles from manufacturers to dealers. 

Cassens rigs haul hundreds of loads a month, often on 
lease contract for other haulers. Contract terms vary. So 
do pay-rates for drivers, who earn full rate while driving 
a loaded rig, get only half when “deadheading” empty. 
All of which complicates Cassens’ accounting. 

Solution to Cassens’ problem was a McBee Keysort 
Trip Ticket that consolidates a mass of information, re- 
cords every pertinent detail of a trip. When a rig returns 
to Hamel, the facts are quickly tabulated without expen- 


MAIL THIS COUPON TODAY 
The McBee Company * 295 Madison Ave., New York 17, N.Y. 


We’re interested in knowing how KEYSORT can improve 


PAYROLL AND MATERIAL COSTING 


—_ LABOR COSTING AND INVENTORY CONTROL 
ORDER PRODUCTION 
ANALYSIS CONTROL LJ ’ 
FIRM on = 
ADDRESS CITY 
ZONE STATE 
BY NO. OF EMPLOYEES 
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sive machines or specially trained personnel. 

With the Keysort Trip Ticket, Cassens has up-to-date 
data for prompt calculation of payrolls, knows whether 
contracts will be profitable, can see how business is going 
in time to make smart decisions. Says Operations Man- 
ager Elmer Schumacher, “One compact report carries 
every operational factor we need for final reports.” 

The trained McBee man near you will be glad to study 
your records problem. Ask him to drop in. Or mail coupon. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort —The Marginally Punched Card 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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DOMORE CHAIR COMPANY, INC., ELKHART, INDIANA 
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AGEMENT 


by Leslie M. Slote 


Ass't. to the Pres., Ketay Mfg. Corp.; Management and Labor Relations Consultant 


“Our orientation booklet covers 
most of the points we wish to make, 
but our workers tend to forget or 
ignore some of the items we con- 
sider important. What can we do to 
impress them with the importance 
of remembering the contents?” 


The purposes of an orientation pro- 
gram are to communicate management 
concepts to the new employee, to build 
worker morale and security in a new 
situation, to explain specific company 
policies and rules, to answer various 
questions, to build interest and en- 
thusiasm in the new job and to make 
the new employee feel as though he 
“belongs.” 

Like job training, orientation must 


be a training program, rather than a 


one-shot exposure to verbal communi- 
cation given by the Personnel Depart- 
ment after hiring. One company | 
know has solved the problem by hay 
ing the Personnel Department issue 
an “Orientation Check List’ to the 
foreman or supervisor for each new 
employee. ‘This is issued in addition 
to the verbal explanation given by the 
Personnel Department following hir- 
ing and in addition to the issuance 
of an employee handbook. As each 
point on the form shown below 1s 
explained to the new worker, it is 
initialed and dated by the person wno 
covered that point. The foreman 
covers some of the points personally, 
and then, in turn, assigns his assistant 
and the new worker’s group leader to 
explain the others. When the form 
is completed, it is signed off by the 


employee and the foreman and is ré 





Carolyn Rosenstein 


Edith Barra 


FOREMAN 
EMPLOYEE 


ORIENTATION CHECK.-LIST 


DEPT. Research DATE 6/26/54 
JOB TITLE Finisher 








SUBJECT 


BY DATE COMMENT 








Hours of Work, Lunch and Rest Periods 
Payday and Method of Payment 
Payroll Deductions 

Overtime Premiums 

Time Clock and Clock Cards 
Absenteeism and Lateness 
Probationary Period 

Security Regulations and Badge 
Location of Exits, Locker, Washroom, Cafeteria 
Dept. Tour to Meet Fellow Workers 
Merit Rating and Promotion 

Holidays and Vacations 

Welfare and Pension Plan 

Safety and First Aid 

Bulletins and Suggestion Boxes 

Rules and Regulations 

Complaints and Grievances 

Personal Problems 

On-the-Job Instruction 

Production and Quality Standards 




















EMPLOYEE DATE 


NOTE: After employee and foreman 





FOREMAN DATE 


sign completed form, white goes to 
employee and yellow to Personnel 
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turned to the Personnel Department. 
\s a follow-up, the foreman is required 
to hold a halt-hour orientation session 
with his entire department once every 
three months. ‘This serves as an ex- 
cellent means of communication and 
has steadily built employee morale. 


questions 


“Is an exit interview program for 
terminated employees of any real 
value? If so, how should such a pro- 
gram be set up?’ 


diagnosis: 


If you are tully aware of the major 
objectives of the interview and use it 
to gather precisely the sort of informa- 
tion needed, it is of great value. For 
example, employees often leave because 
the company is at fault through such 
things as inadequate or faulty person- 
nel policies (i.e. lack of promotion 
opportunity), poor supervision, un- 
pleasant job conditions, wages sharply 
out of line with prevailing area rates, 
etc. The objective is to recognize and 
isolate such conditions and then take 
necessary remedial action. 

When the fault definitely lies with 
the employee, then the objective is 
simply to help him. For example, in 
cases of discharge, talk it over with the 
worker, giving him a chance to “sound 
off.” Explain the company’s position, 
offer job guidance and (if feasible) try 
to help in placement elsewhere in order 
to retain some measure of good-will to- 
wards the company. Incidentally, dis- 
charge for “‘just cause” should be the 
result of a fair hearing before action to 
terminate is taken and not after sum- 
mary dismissal by a supervisor. 

If an exit interview is to have any 
value, it must be conducted as a per- 
sonal, private interview by an experi- 
enced personnel advisor who can gain 
the employee’s confidence and respect. 
The terminated employee must be 
made to realize that the results of his 
interview will be kept confidential and 
that he can freely express himself with 
outspoken frankness without fear of 
future retaliation. ‘The interviewe 
must probe for information through 


“loaded” questions - questions that 
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and FULLY AUTOMATIC... 
the calculator that PRINTS! 


Completely new...completely different! The Model 99 Printing 
Calculator. It multiplies, divides, adds and subtracts. It per- 
forms every one of these calculations with greater efficiency 
than any previous machine of its kind. Above all, among 
its many other features, it provides automatic multiplication 
and credit balances plus simpla tape, the two-color printed 


record of each and every calculation. 


Write for free booklet number C669. 
Room 1812, 315 Fourth Avenue, New York 10, N. Y. 


Remington. Frand 
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Open and shut case! 


Your business day really begins with the opening and 
distribution of the mail. When mail is opened by hand, 
sales and office people have to wait unnecessarily piling 
up a lot of lost man-hours. Save precious morning minutes 
with a PB MailOpener. It opens envelopes of all sizes 

and kinds of paper speedily, cleanly, safely. Hand and 
electric models for every office, large or small. Ask the 
nearest PB office for a demonstration or send for free 
illustrated booklet. 

PITNEY-BOWES, INC., 4583 Pacific St.. Stamford, Conn 


Originators of the postage meter, 93 offices in U. S. & Canada. 
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speed CO, $50-$75 
BNUSUAL OPPTYS—5 DAYS 
KAHN AGENCY, INC. NC 





CORRES-FILE—A Miracle in Modern Filing! 
WASSELL ORGANIZATION, INC. 
Westport. . . Conn. 
| want to know how Corres-File can 


reduce costs and bring our filing oper- 
ation up-to-date. 
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EXIT INTERVIEW QUESTIONNAIRE 


We would like to know if anything could have been done to prevent this termination. Please check 
the appropriate boxes below. You need not sign this questionnaire, unless you wish fo. 


YES NO 


Did you like your fellow workers? 

Did you get along well with them? 

Did you like your job? 

Do you think you were placed on the right job? 

Did you have too much work todo? 

Did you have too little work to do? 

Did you receive enough :raining? 

Did you know what was expected of you? 

Were you given a chance as means to accomplish it? 

Did your Supervisor treat you well? 

Did your Supervisor encourage suggestions? 

Did you take orders from more than one boss? 

Were the working conditions satisfactory? 

Were the hours of work satisfactory? 

Did you feel that your job was secure? 

Did you feel that you had a fair chance for promotion? 

Did the location of our company influence your decision to quit? 
Were you dissatisfied with your wages? 

Did outside ‘'problems"' influence your decision to quit? 

When difficulties came up or things went wrong, was your Supervisor helpful? 
Could you talk to your Supervisor frankly about your problems? 

When you were dissatisfied with something, did you get a full hearing and a fair deal? 
Did you feel that good work was recognized and rewarded? 

Were you interested in your job and the type of work you were doing? 


Reason for leaving (as given by employee) 
Reason for leaving (as given by Supervisor) 


Please answer the following questions as fully as possible on the back of this form: 


What made you first think about quitting? 

What was the "'last straw'’ that finally made you quit? 

What could the company have done between the time you first felt like leaving and the time you finally decided 
to quit, that might have changed your mind about leaving altogether? 

What do you think should have been done for you to make your job the kind you wouldn't want to leave? 

P.ease make any constructive remarks or suggestions you care to about the Company 





challenge and that give revealing an- interviewed. This is easily arranged by 
swers — clues to the real reason for establishing a procedure whereby the 
leaving. In many cases of voluntary termination notice must be approved 
termination, the ostensible reason by the Personnel Department before 
given to the supervisor may be an easy the employee is paid off. Conduct the 
way out for the employee, but may be — interview, in private, using a check list 
far from the truth. In a surprisingly or questionnaire (as illustrated). ‘Tabu- 
large percentage of such voluntary late the results of interviews by “rea- 
terminations, properly conducted exit — sons for termination” (don’t reveal em- 
interviews can retain desivable workers. ployees’ names), discuss them with man 

In establishing an exit interview pro- agement and then take corrective ac- 
gram, make sure that all terminated tion within the company for legitimate 


employees (“discharges” or ‘‘quits”) are company faults. 


pli EO? 


now made it company policy to have 
“How does the number of un- all unemployment compensation claims 
employment insurane. claims  caretully investigated. 
granted against us affect our com- In some companies, such claims are 
pany? Can we do anything to reduce _ still processed by the Payroll Depart- 
them? ment and are almost always granted 
because the only available information 
diagnosis: about the termination is usually insuf- 
Substantial sums of money can be __ ficient or incorrect. The Payroll De- 
saved because of the merit rating pro- partment is usually too busy to in- 
visions of State Unemployment Insur vestigate and nobody bothers with heat 
ance Laws. For example, last year, ings or appeals. 
California employers saved over $100, The processing of claims should 
000,000 — and reports from employers properly be assigned to the Personnel 
in other states show comparable ena, where the people are 


ings. As a result, many employers have {{thoroughly familiar with the facts 1n 
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each case through the termination no- 
tice, the exit interview, the personal 
history record, contact with the Super- 
visor and, above all, where both the 
law and the “gimmicks” used by claim- 
ants are known. For example, a com- 
mon type of claim is one in which the 
employee quits voluntarily and then 
files for unemployment benefits on the 
grounds that he was laid off. Some in- 
tentionally provoke discharge through 
infraction of company rules and then 
claim eligibility for benefits on the 
basis of discharge without just and suf- 
ficient Cause. 


Sometimes a Superviso1 may unwit- 
tingly work against the best interests 
of the company. An employee who de- 
cides to quit may enlist the cooperation 
of the Supervisor to lay him off so that 
he can be eligible for unemployment 
insurance. The Supervisor agrees, either 
for reasons of friendship or because he 
wants to get rid of that employee. 
involves a 
claimant who voluntarily quits, but 


Another common _ case 


maintains that he was promised a rate 
review that never materialized and, as 
a result, was “forced” to quit. Other 
cases concern employees on authorized 
leave of absence, women who resign 
because of pregnancy, resignations be- 
cause of friction between the employee 
and the Supervisor and employees dis- 
charged for unauthorized absence, ex- 
cessive absenteeism or lateness. There 
Variations and new 


are many othe 


angles too numerous to mention, 


Make sure that vour records are com- 
plete and can support any data that 
you may submit. The control of claims 
filed against you depends upon the 
careful processing of such claims by the 
Personnel Department, plus their ef- 
fective follow-up of hearings and ap- 
peals. Needless to say, the State Unem- 
ployment Insurance Law serves a use- 
ful function and there should be no 
question about the willingness of em- 
ployers to support valid claims. 


Management can reduce unemploy- 
ment claims to a minimum through 
bette 
screening and selection of applicants 


such preventive methods as 
and a closer check on reasons for turn- 
over. Maintaining complete records for 
each individual 


termination, paying 


particular attention to the exit inter 
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A REMARKABLE OPPORTUNITY 


for the executive concerned with 


the reduction of operating costs 


On October 25, a three-day exchange of management ideas will be held in New 


York City under the auspices of the Systems and Procedures Association of America. 


This will be no highly technical confer- 
ence at which cloistered technicians will 
“talk to themselves.” The entire meeting is 
designed specifically for management par- 
ticipation. 

Every phase of the program is engineered 

to provide you with practical help and 
answers to business questions. 
Specifically, here is what the program will 
provide. First: Throughout the three-day 
meeting, group seminars will be held, cov- 
ering basic systems and procedures problems. 
Each seminar will be led by specialists in 
the particular area covered. Not a hodge 
podge round-table discussion—but planned 
workshops designed to present, explore and 
evaluate the newest systems techniques. Each 
conference will be limited to 25 executives, 
and will provide both lecture and workshop 
sessions. 

Second: Talks by key public and business 
figures will be featured in the basic meeting 
throughout the three days, and integrated 
with group seminars. 

Third: A display of the most talked-about 
advances in electronic office machine equip- 
ment, many displayed for the first time, has 
been made possible by special arrangements 
with business machine manufacturers. 
Register in any one of these ways—The 
basic Meeting covers three days. Concur- 
rently with this basic Meeting will be held 
one-day Seminars on the subjects listed be- 
low. You may register for a combination of 
Seminars and the Meeting in this way: 

(a) the basic 3-day Meeting only, 

or (b) two days of the basic Meeting and 

one 1-day Seminar, 


or (c) one day of the basic Meeting and 
two 1-day Seminars, 
or (d) three 1-day Seminars only 


You have your choice of these Seminars: 


Seminar No. 1—Orientation in Electronics 

Seminar No. 2—Initiating an Electronics 
Program 

Seminar No. 3—Utilization of Present Elec- 
tronic Equipment 

Seminar No. 4—Records Management 

Seminar No. 5—Work Measurement 

Seminar No. 6—Quality Control in the 
Office 

Seminar No. 7—Forms Design and Control 

Seminar No. 8—Practical Work Simplifica- 
tion 

Seminar No. 9—Systems and Procedures 
Functions 

Seminar No. 10—Communications 

Seminar No. 11—Office Layout and Design 

Seminar No. 12—Operations Research 

Seminar No. 13—Inventory Mechanization 

Each Seminar combines both lectures and 
detailed workshops. And each Seminar 
is limited to 25 executives. 


Highlights of the basic meeting—Monday, 
October 25—“The Importance of Systems and 
Electronics in Business Today.” This will be 
a detailed analysis of the constantly increas- 
ing need of management for more efficient 
reporting and management techniques. 


““Cost-Conscious Employees are the Key to 
Cost Reduction.” Here is the basis for de- 
veloping a cost reduction program with cost- 
conscious employees at the heart of it. 


Tuesday, October 26—“Practical Work 


Measurement.” Case histories of effective ap- 
plication of work measurement techniques. 

“How to Determine Clerical Costs.” Con- 
trol methods that have resulted in substantial 
savings in operating costs. 


“Electronic Accounting Machine Develop- 
ments.” A panel discussion by leading manu- 
facturers of complete data processing ma- 
chines as well as specialized electronic busi- 
ness machines. Covers both details of equip- 
ment now available as well as new develop- 
ments now in preparation. 


Wednesday, October 27—“An Approach to 
the Automatic Office.” What can develop- 
ments moving toward the “Automatic Of- 
fice’ mean to large companies? To small 
companies? 


Sponsored by the Systems and Procedures 
Association of America—The Systems and 
Procedures Association is a non-profit or- 
ganization of professional administrative and 
systems engineers dedicated to the common 
purpose of management improvement in busi- 
ness and industry. While membership in the 
Association is restricted to those actively en- 
gaged in administrative engineering, the As- 
sociation is inviting all management to at- 
tend this conference as a practical contribu- 
tion to business. 


To register— Write immediately to Mr. Don 
Titus, Chairman, Systems and Procedures 
Association of America, c/o Hotel Com- 
modore, 42nd at Lexington Avenue, New 
York 17, New York; or circle number 242 
on the Reader Service Card for more infor- 
mation and registration blanks. 
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Symmetric keyboard 
minimizes finger travel. 


fingers Ond figures - 
-:,:* 


Exe 


.. . there’s nothing faster than the wonderfully smooth, 
sasy-to-use ADDO-X Symmetric Keyboard. Designed for 
minimum finger travel, it really makes the work fly. All this, 
plus exclusive Step-O-Matic Lever that offers calculator 
performance at adding machine cost whenever multiplying. 


Write for new descriptive literature, Dept. M 
ADDO MACHINE COMPANY, INC. 
145 WEST 57TH STREET, NEW YORK 19, N.Y., CIRCLE 5-6940 


WEST COAST BRANCH — WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 





- With 


EVER 
LUSIVE STEP-O-MATIC L 
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view, can be an important factor in de- 
termination of claims. Include in your 
termination notice, a statement telling 
whether the employee is or is not 
eligible for unemployment insurance 
benefits, giving detailed substantiating 
data. This will make the company’s 
position clear to an employee before 
any claim is filed, 


question: 


“Should our foremen be given a 
copy of the Union Contract?” 


diagnosis: 


Frankly and constructively speak- 
ing, your inquiry is symptomatic—it 
indicates that your industrial relations 
policy is probably in need of an over- 
haul, The answer to the question is an 
emphatic yes! Each and every foreman 
and supervisor should be trained to be 
an expert in the practice of industrial 
relations which is, in the final analysis, 
a line function. The daily relationship 
of your first line supervisor with his 
people interprets the union contract 
and, at the same time, sets the pace fon 
your personnel policy. 

Many companies reprint the full 
contract in booklet form and not only 
distribute it to their foremen, but to 
their employees as well. Wherever a 
union contract is signed, copies should 
be given to the foremen; when the con- 
tract is voluminous, a summary of the 
more important clauses can advan- 
tageously be included. Briefing sessions 
with the foremen individually, or as a 
group, should be held as often as 
necessary by the Personnel Department 
to explain the subject matter and to 
clarify and interpret the manner in 
which the contract operates in prac- 
tice. Withholding the contract from 
your management team will handicap 
them in their dealings with your work 
force. It will embarrass them when the 
steward and rank-and-file workers have 
copies, may cause more grievances and 
certainly prevents their prompt settle 
ment at the first-echelon level. Helping 
foremen to effectively use and interpret 
the contract is a must—it makes for 
better industrial relations and better 
management. m/m 
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T. D. Wakefield 


Tr. D. Wakefield is President of 
Wakefield Lighting Limited, Lon- 
don, Ontario, and Vice President 
in charge of Trade Relations and 
Public Relations of The F. W. 
Wakefield Brass Company, Ver- 
milion, Ohio. His company manu- 
factures lighting equipment, 
rather than “brass,” which is a 
carry-over from the time when 
they made gas-light equipment. 

Much of the company’s trade 
and public relations work is to 
educate buyers of lighting equip- 
ment to higher standards of in- 
teriors and to better and more 
comfortable seeing in which elec- 
trical lighting plays a natural 


part, but is not the entire answer. 
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es Our experience during 

the 1950’s in opening a Canadian 
plant and setting up an organization 
for distribution across Canada can be 
helpful, perhaps, to other U. S. com- 
panies who have been considering the 
advantages of operating in Canada. 

These observations are not presented 
as a blue-print or specifications for a 
Canadian operation. Starting with the 
background, objectives and attitude of 
management, no two U. S. companies 
are exactly alike even within the same 
industry. Beyond that starting point, 
other variables can be almost infinite 
in number from geographical location 
and type of products to knowledge 
already gained from previous Canadian 
operations. 

Because of our location on the shore 
of Lake Erie, we had looked across 
into Canada ever since our company 
It was natural 
that, about sixteen years ago, we 


was started in 1907. 


started shipping unfinished, unassem- 
bled parts of various types of lighting 
equipment, our sole product, to a 
Toronto company for finishing, as- 
sembly and distribution by their own 
sales organization. Our several lines 
were cataloged in Canada and_ the 
volume was worth protecting when 
they decided in 1953 to close their 


How to set up a 


Canadian subsidiary 


finishing operations for U.S. manufac- 
tured lighting equipment parts and 
become a distributing organization for 
lighting equipment for Canada. The 
management wanted to continue to 
handle our completed lighting fixtures. 
Whether to make new arrangements 
for assembly or to do our own as- 
sembling in a new plant in Canada 
was our problem. 


Investigating the possibilities 

We talked with representatives of 
U. S. companies already operating in 
Canada. When we decided to investi- 
gate the possibilities of conducting 
our own operation, we needed little 
information on Canadian manufactur- 
ing phases. ‘They would follow pre- 
cedents that we knew well. But we 
were quite naive about forming a com- 
pany in Canada. It was pointed out 
to us early that a Canadian subsidiary 
should be Canadian managed and 
operated and we were advised also to 
omit Canada from the name of any 
company formed. 

The location of the plant was highly 
important. Some Canadian cities still 
offer free sites, but this is not common 
practice today. To a_ considerable 
degree, we were guided by the econ- 
omies inherent in various regions with 
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regard to shipments into Canada and 
shipping facilities from the subsidiary. 
With only that in mind, we might have 
chosen ‘Toronto with its burgeoning 
businesses and colossal expansion. But 
London, in Western Ontario, won out 
because the location is, for us, good 
for both phases of shipping and it is 
just across the Lake. It takes fifty 
minutes from home base to Cleveland 
airport and another fifty to London. 
Executive time is an expense too. 

The London (Ontario) Chamber of 
Commerce was most helpful in putting 
us in touch with local industrialists 
who, in turn, suggested legal counsels 
and plant sites. The Chamber loaded 
us, too, with facts about other indus- 
tries, transportation, labor conditions 
and rates, paid holidays, pension plans, 
housing, financing, community _ re- 
strictions, aids to new _ industries, 
municipal taxation and general knowl- 
edge about the city, including educa- 
tional and cultural conditions. 

A lease arrangement was attractive 
since leasing holds down the original 
investment. In Canada, build-lease 
companies will acquire a site, erect a 
building to a manufacturer’s needs 
and lease it for periods from five to 
twenty-five years at costs ranging from 
90c to $1.10 per square foot per year. 
To start, we 12,000 
square feet in a new two-story building 


leased about 


located on a main highway in an area 
where the suburban section begins to 
look rural. The location has some 
value for publicizing the new business. 


Corporate relationship 

The Chairman of the Board, Presi- 
dent and Treasurer of the subsidiary 
company are officers in the parent 
company. The Vice President who is 
also General Manager and the Secre- 
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Susie. 
youre a wonder? 


Actually, it’s the Todd Form-Master that makes 
it possible for Susie or any of your employees to 
handle a// three jobs in a normal working day, 
without overwork or overtime. 

With the Todd Form-Master, anyone can pre- 
pare three records at one time for three separate 
bookkeeping procedures—payroll, receivables 
and payables. 

If you want to keep down operating costs and 
build up profits, investigate the time-saving, 
money-saving features of the Todd Form-Master. 


Mail the coupon now. 


eVV0V—a—™— ce cre ce ce cee ees es ees ee es ee oe 


THE TODD COMPANY, Inc., Dept. MM 
Rochester 3, N. Y. 


Please have your representative phone me to discuss 
ways in which Form-Master can help me cut operating 
costs 


Name of firm 
City Zone State 


Telephone 
ROCHESTER NEW YORK 
= SALES OFFICES IN PRINCIPAL CITIES 
MM-8.54 - 


Le cere cere cee nes cats as eS END GUS come caaS Game cams aume amu ean ax» oD ISTRIBUTORS THROUGHOUT THE WORLD 
(Circle 234 for more information) 
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tary are Canadians. The latter is well 
versed in Canadian corporate law and 
in tax matters. 

As to capital organization, since the 
company is a wholly owned subsidiary, 
it was incorporated on the basis of 
10,000 common shares of no par value 
and 9,000 non-voting, non-cumulative 
preference shares redeemable at the 
par value of $10 each. 

The terms of the preferred stock are 
such that the subsidiary need not pay 
It also 
supplying 


a return if no profit is shown. 
furnishes a method for 
capital which can be removed when 
no longer needed by the subsidiary. If 
so provided in the Letters Patent, the 
Canadian subsidiary may _ hold its 
directors’ and shareholders’ meetings at 
the location of the parent company. 
It is well to point here that a Can 
adian bank loan has its advantages if 
the parent company is not in position 
to supply cash from its surplus. The 
advantages are apparent in the hypo- 
thetical case of a $10,000 bank loan fon 


90 days (see chart below). 


Economics of the venture 

An important early step is to clear 
with the Canadian Department of Na- 
tional Revenue the minimum amount 
at which parts can be billed to a sub- 
sidiary. In the U. S., our equipment 
is sold in completely finished and as- 
sembled units. Therefore, we have no 
precedent for pricing unfinished parts 
sold by the parent company to the 
subsidiary. No such parts market ex- 
isted for us prior to the Canadian 
opening. Since it is mecessary to pay 
duty on parts brought into Canada, 
they should be priced at a minimum. 





On the other hand, Canada has anti 


dumping laws and it the parts are 
priced at values not acceptable to 
Canadian customs authorities, the pu 
chaser can be liable for penalties. 
Therefore, an early decision should be 
reached with Customs as to the mini- 
mum mark-up to be applied to U. S. 
factory cost, so that costs to the sub 
sidiary can be established. 

While computing these figures, it 
must be kept in mind that the Can 
adian selling price of a completed 
article should be less than the U. S. fin 
ished price plus duty if shipped com 
plete into Canada. Unless operating in 
Canada can produce a saving ove 
shipping the completed goods, plus 
duty, there is no reason tor a Canadian 
manufacturing-finishing operation, 

In our case we ship sets of unfinished 
metal parts into Canada. Then we 
clean, finish and assemble with electri 
cal parts purchased there. The parts im- 
ported into Canada, subject to 2214% 
duty in our case, represent only a small 
part of the total selling price of the 
completed Canadian lighting units. 
The high cost of tooling is amortized 
over the larger U. S. market and rep- 
resents a real economy to the Canadian 
operation. 

When sufhcient information is avail- 
able about electric power, water, gas, 
heat, taxes, lease, wages, salaries and 
other basic costs, after the mark-up 
is established in relation to the com 
petitive market conditions, a pro-forma 
operating statement can be prepared to 
determine the break-even point in 
sales. In preliminary stages this can be 
used to measure the square footage 
required to furnish the dollar volume 








Comparative costs of a $10,000 bank loan: uy. S. Canadian 
Bank Bank 

Exchange @ 214% premium (assuming par conditions 

when surplus became available in Canada for redemption 

of preferred shares) $225.00 ae 

Interest on 90 day note (computed on balance at Canadian 103.28 125.00 

Bank @ 5%; discounted at U. S. Bank @ 4%) - a 
$328.28 $125.00 

Income tax saved through use of interest payment as de 

duction (using present 52% rate for parent; using 20% 

rate for subsidiary, assuming annual earnings less than 53.71 25.00 

$20,000.) 

Net cost/$10,000/90 day period 9274.57 $100.00 

methods 





(Advertisement) 


An ‘employee’ not on the payroll 


found a Silent Salesman for 15,000 accounts 


needed to make the operation theoret- 

ically profitable. 

Compensation for investment 
There is only one reason why stock 

holders in a U. S. company could ap- 


prove putting money into a Canadian 
A MAN FROM THE MOORE ORGANIZATION WAS TRYING TO 


HELP OUT AND THOUGHT OF A FORM DEVICE NOBODY ELSE 
DID. IT WAS IMPORTANT ENOUGH TO HAVE A COMPANY 
THINK OF HIM AS AN ‘EMPLOYEE’ NOT ON THE PAYROLL 


subsidiary—vreturns on the money they 
have invested in the original company. 
Conversely, Canadians want to add to 
employment and business volume, in 
our case in part from their materials. 





Current corporation taxes in most 
of Canada are 20°% of the first $20,000 
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profit, 49% beyond that, Chargeable as The case of A watch m nul icturer formerly distrib old { ishioned as a buggy whip on a turbo 

7 : 5 : uted through jobbers but undertook to jet. [he system groaned. Operations suffer- 
a business expense is the management too many sell retailers direct. The old accounting ing most were those that affected sales 
fee allowed to the parent company. system had plodded along comfortably on volume and customer deliveries—invoic- 
The rate of the fee and the services customers 45 accounts. But 15,000 accounts made it ing, shipping, collecting. And then... 
which it covers should be established 
early with the Canadian income tax ney 


department. In our case the fee covers: 


Personnel training Parts 1 and 2 go to the Part 3 is the ‘’Silent 
Product planning Results from a ' 


7 
Product development customer they are Invoice and Salesman” an order blank sent 
Technical aid on production Sil t S | A) Remittance Advice. The latter, when re- with the Invoice. Customer’s name and 
Engineering studies | én a esm. Nn turned with customer’s payment, is also address are typed in but the order panel 
Tooling used to credit Accounts Receivable. is left blank (see next scene). It’s 


with an 
ORDER INVOICE PROCEDURE 
5-part Moore Form 


continuous interleaved 
marginal punched 





Catalog preparation there, ready to “take” the customer's 
order, like any good 


“salesman.” 





Preparation of advertising 











Ad circulation spill-over 0): 
Sales helps on international accounts 
Editorial work in Canadian press 
Demonstration 

Use of display material 

Machinery design 

Plant layout 

Patent protection 

Royalties paid 


Management assistance 





POE ere 


Part 4 is Label and Inventory Tab Cards are 
Packing Slip The back is gummed important 


so the label can be detached and applied 
to package. Part 5 goes to Shipping as a 
reference copy. 


Speakers at technical meetings 
Part of the Moore system, they furnish 


the information for invoicing and 
monthly statements. 
They also control 

inventory and notify 
Accounts Receivable. 


Public and trade relations services 

Goodwill 

These services and more are ren- 
dered to the subsidiary. Many of them 
represent heavy expense on the part of 


Carbon Spot Tissue 


the founding company to benefit a 


Canadian operation. For example, in does the trick 

the first item alone: as General Man- It lies on top of Part 3. A thin sheet partly 
ager we are fortunate in getting a pro- coated with carbon to type through some 
fessional engineer who was already information but not all, as just described 
familiar with our products, hence min- (a Moore development, by the way). 





imum training was necessary. But in 
the case of the Works Manager and his 
assistant it was necessary to advertise 


7 Q ; . Savings and Gains: One writing types all records needed bution, like an ‘employee’ not on the payroll. “After all, 
and interview. After this selection, the 





: : to process an order and bill it. Moore Carbon Spot a representative of a concern like Moore spends a lot of 
Works Manager spent six weeks in Tissue stimulates a good customer habit—automatic time, and acquires ability, untying office knots. You 
training in the parent plant to get ordering. It’s a true pre-billing system that eliminates may want to try him on a tough one some day. Mean- 
acquainted with products and methods. later entries for QUANTITY SHIPPED and BACK ORDERS— __ while, let the Moore organization send you other samples 
We are certain that these services are thanks to inventory control. Information is complete, of system improvement in your field. There’s no obliga- 
rendered at lower cost, through our with error at a minimum. This was another case of a man tion. Write Moore Business Forms, Inc., Niagara Falls, 
management fee, to the subsidiary than with experience, and a fresh viewpoint, making a contri- N.Y., Denton, Tex., Emeryville, Calif. 


(Circle 224 for more information) 
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“Our BOSS has 


come up with a new 
FLOOR-STRETCHER 


7 





IMPROVED COMFORT for workers, 
with more convenient working 
surfaces, fully usable. Work 
facilities are custom - fitted to 
each type of job by means of 
interchangeable standard com- 
ponents. 


PRIVACY is afforded by inter- 
locking or free-standing partitions 
—to reduce noise and distrac- 
tions. TECHNIPLAN partitions 
are more flexible, more easily 
installed or rearranged, and more 
economical than the usual set- 
up movable partitions. Very 
good-looking, modern, and avail- 
able in all-steel panels, or with 
upper panels of clear or decora- 
tive glass. Free-standing parti- 
tions form ideal private offices, 
executive suites or departmental 
sections. 











MODULAR OFFICES 


INCREASES num- 
ber of office 
work stations in 
present floor 
area from 18% 
to 36%. 


MANY HUNDREDS OF USERS! 
reported advantages : 


1. Less space per worker—but greater 
comfort and efficiency. 


2. Privacy—full or partial, as desired. 


3. Easily re-arranged for changing con- 
ditions. 


4. Job-fitted facilities for every worker. 

5. Fewer motions 
faster work — 

lower operating 

costs. 

6. Higher worker 

morale. 

7. Improved ap- 

pearance—pres- 

tige. 


Your G/W dealer will demon- 
strate TECHNIPLAN, or direct 
you to nearby installations. Find 
him in your classified "phone 
book under “Office Equipment.” 
Or a request on your letterhead 
will bring prompt detailed in- 
formation. Address Dept. 8-M 





ORIGINAL ENGINEERED 











Office Equipment, Systems 
and Visible Records 
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Cincinnati 12, Ohio 
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would be the case if a totally Canadian 
company furnished comparable services 
in its operations. Our personnel is en- 
tirely Canadian with exception of the 
three officers mentioned and one more 
Board member. 


Sales and sales aids 

Since it is permissible to send plates 
from the U. S. catalog into Canada at 
a nominal duty, the preparation of a 
sales catalog was handled by a Ca- 
nadian printer, 

Distribution was established with 
two wholesale organizations covering 
Canada and some independents. After 
interviewing Canadian applicants for 
our own sales representation, we made 
sure that they were compatible to the 
distributors before establishing sales 
offices in Vancouver, Edmonton, To- 
ronto and Montreal. 

If our foresight had been as good as 
our present hindsight, we would have 
investigated more thoroughly: 

(1) The procedure for making a re- 
liable survey of sales potentials for our 
products at prices enabling us to cover 
all estimated costs. 

(2) Procedures for breaking into an 
established market with our bread-and- 
butter products, that are basically 
much the same as those of competition, 
and with types not manufactured in 
Canada prior to our opening. 

(3) A procedure for attracting sea- 
soned sales representatives before the 
actual sales potential could be dem- 
onstrated. 

As an inspiration and direct aid to 
all the distribution side and as a service 
to Canadian architects, engineers, elec- 
trical contractors and building owners, 
we designed the London plant as a 
demonstration center for every type of 
lighting equipment which we make, 
from the factory to the executive of- 
fices and incidentally, far better than 
anything we have at the home base. 

We were not yet in production when 
Canadian editors with electrical inter- 
ests asked us for assistance in preparing 
technical and general articles, not all 
of them connected with our bread-and- 
butter sales. For example, in one case 
our engineering staff at the home of- 
fice collected data over several weeks, 
then prepared it for a Canadian editor, 
an example of “good will’ engendered 


for the Canadian company, as_ listed 
in our services rendered to it. 

In this type of operation the selling 
price of goods must be higher in Can- 
ada because of the duty on imported 
parts, smaller runs with resultant high- 
er production costs, and we have found 
already that other items cost more, For 
example, travel expense is higher in 
Canada because of the thin lines of 
population centers as compared with 
blocks of U. S. cities. Also, we allow 
7c per mile for car operation in the 
States, but 8c in Canada, because of 
the higher tax on gasoline. 

All of which, as stated in the _ be- 
ginning, furnishes no blue-print for a 
Canadian operation. But it is possible 
that observance of even one point set 
down here which might be over- 
looked by a company considering a 
subsidiary may prove helpful. m/m 


"worth 





Opportunity for executive suc- 
cess: “Well-ordered companies used 


to boast that they would hire an of- 
fice boy when the president retired. 
Less and less frequently, under the 
new order, do the railroad telegra- 
pher and the bank clerk out of high 
school succeed to directorships. More 
and more, industry is accepting the 
thesis that the future “belongs to 
those who prepare for it’’—in terms, 
perhaps, of a Master’s Degree in 
business administration from a top- 
flight university. Personnel directors 
are daily assessing candidates for 
lower and middle level spots who 
may become tomorrow’s executives. 
Vigor, ingenuity, flexibility and de- 
mocracy characterize most of the 
businesses which, at mid-century, are 
entering a growth phase. These 
characteristics directly reflect the 
qualities of the men who founded 
or direct the companies. Hence, the 
supreme importance of the person- 
nel which assures for the manage 
ment team a succession of replace- 
ments of a quality and type to guar- 
antee not only harmony, soundness 
and stability, but adaptability, hu 
manity and vision.” Wallace Jamie, 
in a report to The Personnel Man 
agers’ Committee of the L. A. Cham 
ber of Commerce. 
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The trend toward check-out’ 


Editor's Note: Whether you are a manu- 
facturer, a wholesaler or a retailer, you 
will probably agree that more sales are 
lost at the retail sales clerk level than at 
any other point in the chain of distribu- 
tion. Paradoxically, the "check-out lane" 
system, by eliminating sales personnel, 
has actually stimulated creative selling. 
It is no longer a phenomenon associated 
with the supermarket. Recently, a major 
New York City department store went 
self-service. The trend is increasing. For 
that reason we believe that any business- 
man can take a long look at "check-out," 
with his own product in mind. 

The author, one of the nation's most 
famous salesmen, has had many years of 
experience with a company closely as- 
sociated with every phase of retailing. 


RE People like to “get in 
and out” and have their shopping fin- 
ished in a hurry. And they like low 
prices. Hence, the phenomenal success 
of self-service in the grocery business, 
where it has been a dominant factor for 
many years. Many other retail fields— 
notably hardware, drug and_ variety 
stores — are now 
“check-out” 


converting to the 
system. Studies by ou 
Market Research Department indicate 
that self-service has become the most 
significant movement in retail merchan- 
dising today. 

From the customer’s viewpoint, the 
benefits of self-service are threefold: 
greater speed and comfort in shopping, 
freedom from annoyance by _ sales 
people and a tendency toward lower 
prices because of reduced overhead. It 
should be noted that sales people are 
available when and if their attentions 
are desired, and that certain depart 


As sales increase, more people must be hired in a clerk-service store. 
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by John M. Wilson, Vice President, Sales 


The National Cash Register Company 


ments may always require personal 
service, even though the rest of the 
store is on a check-out basis. 

By converting to self-service, the mer- 
chant makes it possible to obtain great- 
ly increased sales with the same floor 
space and fewer sales people in relation 
to sales volume, thus reducing expenses. 


How increased sales result 

Sales tend to increase in a self-service 
store for the basic reason that the 
check-out counter increases the store’s 
capacity to serve customers. During 
peak periods, the clerk-service store 
often can’t handle the business volume. 

As an example, let’s say that a “rush” 
of 20 customers develops in an average 
store in which there are four sales 
people. Each of these 20 customers 
would have to make contact with one 
of the four sales people before he 
could complete his purchase and leave 
the store. Obviously, while four custom- 
ers are being served, 16 customers are 
standing around waiting to be served. 

Under such circumstances, usually 
some people walk out without buying. 
Others, outside, look in on the seem- 
ingly crowded store and decide not to 
enter. Some customers who have al- 
ready purchased an item see something 
else that they would like to buy, but 
they do not buy it because it would 
mean “waiting it out” again until a 
sales person is available. In this way, 
sales are literally lost. 

A self-service store, on the other 
hand, could easily take care of every 
customer. One of the four sales people 
would be at the check-out counter to 











In a clerk-service store, the salesman wastes his time 
escorting the customer, while in self-service opera- 
tions he merely indicates department locations. 


serve the approximately 60% (in this 
case 12 of the 20 customers) who would 
serve themselves. That would leave just 
eight customers for the three remain- 
ing sales people to serve. 

The services of the one sales person 
at the check-out counter more than 
equal the services of the three sales 
people on the floor. Actually, the figure 
of 60% is very conservative. Only two 
or three of the 20 customers would nor- 
mally require personal service. 

Self-service enables a customer to 
“get in and out” quickly or to browse 
as long as he likes. It permits sales 
people to render far greater personal 
service when it is needed. It encourages 
“impulse buying’’ instead of stifling it; 
we all like window shopping and it is 
even more pleasant to look at articles 
right in the store where we can reach 
out and pick them up. Sales often in 
crease more than 50% after converting 
to the self-service method! 
Self-service cuts losses 

A crowded clerk-store offers an al- 
most cordial invitation to shoplifters. 
It is quite easy to walk out of such a 
store with a large item of merchandise. 


(neat page, please) 


With a check-out lane, you can handle far more customers without any added personnel. 














OLNOWOL + 1V3IBLNOW + ODVDIHD + LIOWLIA » NOLSOD + ,$420} PAI], 404 NOSING 22}A195 4noA - "A °N ‘EL NYOA MIN + INNIAV HIXIS OOL 


HOUVdAsSdY 


hd 
- 
-- 
a 
uaa 
— 
al 
- 
-~ 
-“- 


SASATYNY SATYS 


“¢ O1d FHL 





. 


ee 


NOILVUOdUOD IVIILSILVLIS B ONIGUYOIAY 
© 4802 34) quosqn AjIspa UD? asayy yo UO Aun ‘salsOjUaAU! 49MO} ‘syyoud paspasou! ‘sounBy 19109)/5 
‘Ajayoun220 pun Ajyx21Nb uoHHje1102 ayy NOA saai6 ¢€ |jD UO sasNBy ANOA jo S BY Aq uopjngn; pap? paysung 





a 
< 
t" 
z 
bo 
e) 
2) 
re 
2) 
° e) 
- Z 
z. 4 
sa 2 8) 
3 e) 
< oe 
& 








(Circle 229 for more information) 


13 








{ VM essa é | } l fers 0 Ne I ie ‘ hon Fc ms. 
6 of O 17) ( 7? } rms 
é S 


Our Best Salesman ls Yout 


yO re 1$1 - « .< 


forms—take a look 
iter’s desk. 


at the waste 


your formswr 
aper that you see in it has 
For example on 


x 11 one-time carbor 


The carbon p 
—a terrific expense ' 
using 4 7-part, 8) 
of them every year. 


r the one-tume carbon 


His average cost fo 
of those forms was 
o Repeat 
cally use over 


-dived to 


When he switched ¢ 
(the kind you automat! 


cost of carbon paper nose 


His carbon paper savings on 1,000 forms 


»|J each year 
at by 145,000 forms used each y 


Multiply th 


see that he 1s now saving about § 


ting reusab 


f what Repeat-O-Pak floa 


for yoursel 
ale le of your form, 


can do for you. Send a samp 


quantity, and the name of you 


+t No obligation in any 


way. 
may save you plenty: 





STANDARD MANIF 
Carbon Papers ° Inked Ribbons 


P. | Citie ° In nod Budge Carbon Mfg. Co. 
s Ca a veg g 
rincipa 


aper for continuous forms u 


* j bon p 
ating car . 
a derwood Formswriters-.. ¢ 


,. BM. and Un 


(Circle 232 for more information) 


basket next time you & 


e of our customers W 


1 form... 


paper in just 1,000 


the approximate 


r forms-writing equipment. 


sed on all kinds of fo 


Moore Carbon-Saver 


Your Wastebasket! 


ntinuous 


oO past 


been used just once 


as 
145,000 


$17.64 


.Q-Pak floating carbon paper 


and over again) his 


$ 1.70 





$15.94 


and you'll 


' 
$2.311 every year: 


le carbon paper 


yearly 
The facts 


Repeat Pak 


OLD COMPANY Dept. A3-53 . 
. hi o, Wl. © 
+ a pg en 3, Qu 


Offices in 
ebec. 


rms-writing machines 


and Uarco Adapters. 











Here’s a specially designed bind- 
er that will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. 
The maroon, leather-like hard cover 


allows volumes to be stored ‘Spartan 
end” in your bookcase. 











Binders for Management METHODS 


Single binder price 
ts $3.95, postpaid. Or, 
if you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 

Check or money 
order must accompany 
your order to: 


STATIONERS, INC. 


141 East 44th St., New York 17, N. Y. 

















I remember an actual instance of a 


store owner helping a customer carry 
a canoe out of the store and tie it onto 
his car—only to find out later that the 
“customer” had never paid anyone for 
it. Each sales person seeing him go out 
thought that someone else had made 
the sale. 

A check-out lane eliminates this kind 
of open shoplifting entirely, for it is 
obvious that anyone coming up 
through the store with a large item of 
merchandise has not yet paid for it. 
Everything is paid for at the check-out 
counter just before leaving. 

The check-out lane also acts as a 
strong deterrent to concealed shoplift 
ing of small items. In a clerk store, 
once the item has been pocketed, the 
“transaction” has been completed 
insofar as the shoplifter is concerned. 
But in a self-service store, the would-be 
shoplifter must not only pocket the 
item, but then must “pass inspection” 
at the check-out lane—something he 
does not like to do. This has the same 
moral influence as “going through 
customs’ when traveling from one 
country to another. The customer 
knows he is under surveillance. 

At peak periods, charge customers, 
having selected their merchandise, will 
often approach the nearest sales per- 
son (who may be waiting on someone 
else) and say, “Will you charge this to 
me, please?’”’ The sales person usually 
agrees, but in continuing to wait on 
his own customer, may forget—and so 
the store has no record of the sale. In 
a self-service store, all charges are han- 
dled at the check-out counter; there- 
fore, it is impossible to forget them. 
The customer by the very act of leav- 
ing sets in motion the recording system 
of the store. 

Since the cashier cannot know the 
price of every item in the store, the 
check-out system requires that the mer- 
chandise itself be price-marked. ‘Thus 
mistakes in pricing, common in the 
clerk-store, are eliminated. Also charge 
sales, layaway sales, budget sales, un- 
priced charges, payments on account, 
paid outs and so forth are all handled 
at the same place, in the same manner, 
by a person who is trained to handle 
such transactions and can be held ac- 
countable for the correct handling of 
all money and records. 





New study on 
self-service shopping 


Today's average supermarket shopper 
makes seven out of ten buying decisions 
after she enters the store. She doesn't 
use a shopping list and she devotes little 
more than a minute of her time in buy- 
ing each item. 

The seven out of ten buying decisions 
reported are a definite increase over 
the two out of three buying decisions 
reported by a Du Pont study in 1949. 
Also shown is a significant increase in 
the average “impulse’”’ buying rate for 
all foods. It is now 48.0%, in compart- 
son to the 384% figure revealed in 
1949. ‘This indicates “store decisions” 
have expanded with the growth of self- 
service. 

In making the survey, the shopping 
habits of more than 5,000 shoppers 
were studied during a normal week, 
Monday through Saturday, including 
evenings. ‘They purchased 67,890 items 
in 250 supermarkets across the country 
—an average of 12.7 items for each shop- 
per. Shoppers averaged 17.9 minutes 
buying these items—little over a minute 
per item. 

Shoppers, interviewed when entering 
stores, were asked what they intended 
to buy. All items on the shopper’s list 
(written or mental) were recorded. Each 
shopper also was asked what brand, if 
any, she had in mind for each intended 
purchase. As these shoppers left the 
stores, all purchases were checked 
against the original lists. 

The study, first of a new series, is a 
continuation of a customer service which 
Du Pont originated 19 years ago, when 
self-service was in its infancy. — Later, 
‘impulse”’ 


Du Pont started its famous 
buying studies—the first of this type 
ever made. Due to the rapid growth 
of self-service, further shopping studies 
were conducted in 1945, 1947 and 1949. 
Other studies include information about 
different food categories, how they are 
purchased, non-food trends and _ packag- 


ing influences. 











Reduction of expenses 

The percentage of expense goes 
down automatically in any store, when- 
ever sales are increased. The reason for 
this is that some expenses—heat, light, 
rent and so on—remain the same or 
increase very little in relation to an in- 
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crease in sales. Obviously, if sales can 
be increased while expenses remain al- 
most the same, the ratio of expenses to 
sales (and to profits) is greatly reduced, 
since the only added cost for each dol- 
lar of increased sales is the cost of the 
merchandise itself. Thus, the gross 
profit on each dollar of increased sales 
all becomes net profit. 

Things usually don’t work out this 
way for most stores; however, the 
moment that sales increase, personnel 
must be increased too. While other ex- 
penses may remain the same (and, 
therefore, some reduction of total ex- 
pense in relation to sales is realized), 
the big item—salaries—must increase 
in direct proportion to increased sales. 

This holds true even for temporary 
sales increases during peak periods. 
When management expects a peak pe- 
riod to develop (such as on evenings, 
Saturdays and holiday periods) he must 
hire extra people in advance. He must 
estimate how much help he_ needs; 
weather conditions, or other unfore- 
seeable circumstances, may then change 
the entire picture. Further, such part- 
time people are usually less efficient 
than the regular staff, so that expenses 
increase disproportionately to sales. 

More important, though, is the fact 
that in a clerk-store any long-range 
plans to increase sales must also in- 
clude long-range plans to increase ex- 
penses. Let us assume that there are 
two identical clerk-service stores; call 
them “Store A” and ‘Store B.” Each 
starts out with exactly the same finan- 


cial statement, as shown in Exhibit 1. 
Both of these stores are determined 
to increase sales. Store A converts to 
self-service and sales increase to $120,- 
000 without any increase in expenses. 
Store B, by extensive advertising and 
promotion, also increases sales to $120,- 
000. But, at the same time, in order to 
handle the added volume, salaries also 
increase proportionately in Store B— 
$15.50 for every additional $100 in 
sales. (In both instances, any minor 
increases that occur in other expenses 
—including increased advertising for 
Store B—are omitted for the sake of 
clarity.) Let us now examine the finan- 
cial statements shown in Exhibit 2. 

The ratio of expenses to sales in 
Store A is now just a little over 21%; 
in Store B, it is almost 24%. The dif- 
ference in profits is startling. Yet these 
comparisons were constructed on an 
extremely conservative basis. If we 
based the illustration on the actual ex- 
periences of many store owners who 
have converted to check-out, the “be- 
fore and after” differences in sales, ex- 
penses and net profits would be far 
more impressive. 

The reasons, then, for the current 
trend toward self-service in various 
fields of retailing are increased sales, 
reduced expenses and minimization of 
losses—all of which add up to greate1 
net profits. Perhaps even more impor- 
tant is the fact that the customers of 
many small and medium-sized stores 
have shown a strong preference for this 
method of shopping. m/m 





Exhibit 1 


eee 

Cost of Goods Sold (71°) 

Margin ....... 

Expense (Salaries 15!/5°% of 
sales; other exp., 10%) 

Earning on Sales 


Exhibit 2 


Sales .... 

Cost of Goods Sold (71%) 
Margin 

Expense 

Earning on Sales 


Store A Store B 
$100,000.00 $100,000.00 
71,000.00 71,000.00 
$ 29,000.00 $ 29,000.00 
25,500.00 25,500.00 
$ 3,500.00 $ 3,500.00 
Store A Store B 
$120,000.00 $120,006.00 
85,200.00 85,200.00 
34,800.00 $ 34,800.00 
$ 25,500.00 28,600.00 
$ 9,300.00 $ 6,200.00 
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How XEROGRAPHY «20.2.0 


cuts duplicating costs *6,000 a year 
for National Gypsum Company... 









COMPARATIVE DUPLICATING COSTS 
AT NATIONAL GYPSUM CO. 





NUMBER OF) FORMER | XEROGRAPHY | SAVING 























10 1.00 .48 .52 
25 2.50 -55 1.95 
50 3.45 .68 2.77 
100 3.90 1.00 2.90 
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National Gypsum Company, manufacturers of the well known Gold Bond 
building materials, cuts duplicating costs $6,000 a year. Production of a wide 
variety of paperwork is speeded by using paper masters prepared by xerography, 
instead of metal plates. Seventeen copies of a 96-page government report were 
completed in 8 hours. 


Office forms, sales engineering drawings, laboratory tests, government reports, 
product specifications, are copied onto paper masters 
in 3 minutes by xerography for run off of multiple 
copies on an offset duplicator. Xerography is economi- 
cal for runs of 10 or 10,000. 


Original copy can be enlarged, reduced or repro- 


duced same size by xerography in XeroX® Lith-Master* 
copying equipment which an office girl can operate. 


Masters can be made from one or both sides of original 


material. 


For use in diazo type machines, translucent inter- 


mediates 


can be made from any original subject in the 


same speedy way. 


There is no limit to the versatility of the dry, electro- 
static, direct positive xerography process in paperwork 
duplicating applications. 


THE 


*A TRADEMARK OF THE HALOID COMPANY 


SOME USERS IN 
DIFFERENT FIELDS 


AUTOMOTIVE 
Ford Motor Company 


EDUCATION 
University of Nebraska 


GOVERNMENT 
Federal, State, City 
INSURANCE 
Hardware Mutuals 


MANUFACTURERS 
Wallace Barnes Company 


TRANSPORTATION 
Braniff Airways 


Write for proof of performance folders showing how National 
Gypsum Company and companies of all kinds, large and small, are 
cutting duplicating costs and speeding paperwork with xerography. 


HALOID COMPANY 


54-104X HALOID STREET, ROCHESTER 3, NEW YORK 
Branch Offices in Principal U.S. Cities and Toronto 


XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters 


(Circle 215 for more information) 

















SENSATIONAL 
KODAK 
VERIFAX 
PRINTER 


Makes 3 copies 


in | minute— 
less than 4¢ each 


It’s possible to have this speed and 
economy in your office now because 
the Kodak Verifax Printer is sensa- 
tionally different . . . lets you copy let- 
ters, reports, charts, even magazine 
pages in a minute or less; and it gives 
you at least three copies—instead of 
one — from each sheet of matrix paper. 





The only equipment needed is the 
typewriter-size Verifax Printer... 
priced for every office at a surprisingly 
low $240. And this is quickly made up 
by your savings in retyping costs alone. 

Anyone in your office can make 
these 100% accurate, black-on-white 
copies after a few minutes’ instruction 
... and no adjustment in your present 
room lighting is required. 


CE=> copying saves 


wherever there’s paper work — 
— MAIL COUPON NOW ~-——— 
Eastman Kodak Company 


Industrial Photographic Div. 
Rochester 4, N. Y. 


Gentlemen: Please send me free Verifax 
folder and names of near-by dealers, 






197 
Name 





Company 





Address 





City. State 
Price quoted is subject to 
change without notice. 





y 


(Circle 209 for more information) 
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How management incentives 


save us $20,000 monthly 


Treasurer-Controller, Hills-McCanna Company, Chicago 


by lan Stevens 


se bveryone on our man- 
agement team, from foreman on up, is 
careful about costs because part of 
every dollar they save is added to their 
salaries. We inaugurated our “Extra 
Compensation Plan” about a year ago. 
At our present production capacity, the 
idea is worth about $20,000 a month— 
that represents the difference in pro- 
duction expenditures for a_ typical 
month before and after the beginning 
of the plan. 

One of the plan’s main purposes is 
to provide a means whereby individuals 
in responsible managerial positions can 
secure substantial additional income by 
efforts beyond those compensated for in 
their regular salaries. As can be readily 
understood, individual performance 
bonuses cannot be computed for the 
executives who comprise the upper 
management level. The quality of their 
performance is recognized through base 
pay. But base pay overlooks the para- 
mount importance of teamwork at this 
level. The sales manager, for example, 
by securing the right contracts at the 
right price, can increase company 
profits. If he were interested in volume 
alone, profits could suffer through in- 
correct pricing. Similarly, if the plant 
superintendent were interested only in 
reducing costs, service could suffer, 
with an adverse effect on sales. 

At the foreman level, there is a need 
for an incentive plan that will make 
the foreman feel he has a stake in pro- 
duction performance, rather than pro- 
duction alone. While base pay and the 
possibility of advancement is one way 
of generating this feeling, such incen- 
tives usually apply only after the fore- 
man has had a long record of superior 
work. Our plan is designed to recog- 
nize superior production performance 
immediately and continuously. The 
plan covers two groups: one covers 


production foremen and salesmen; the 
other, all other management personnel. 

Briefly, this is how the foreman’s 
plan works: each department operates 
on a monthly budget. If a department 
spends less than the budget appropria- 
tion, the foreman receives part of the 
saving in his paycheck. Thus, foremen 
are encouraged to look for ways of re- 
ducing every item of expenditure in 
their departments. 

The foremen are also encouraged to 
turn out the maximum number of 
units, since their budget appropriation 
bears a more-or-less fixed ratio of pro- 
duction volume. Thus, if they increase 
production 10%, their budget goes up 
10%; as a result, each percentage point 
(that costs are reduced) is worth more 
in terms of the amount of money saved. 

The graph on the opposite page 
shows how the bonuses are computed. 
Normal production is 60% of capacity; 
when production is increased to 70% 
of capacity, the bonus amounts to 
about 15% of the foreman’s basic wage. 

Thanks to this incentive plan, our 
foremen have been erasing excess costs 
with a vengeance. In one department, 
for example, the foreman cut down his 
supply bill 50% in three months. 
Among other things, he had workers 
sign requisitions every time they re- 
ceived tools, he called in suppliers’ rep- 
resentatives and asked for better qual- 
ity materials and he ordered that every 
time new parts of new tools were is- 
sued, the worn-out part or tool had to 
be turned in. That way, the foreman 
could determine for himself whether 
the replacement was justified. 

In another case, a foreman thought 
his department didn’t have enough 
time to make screens which were used 
to pour off molten metal in the foun- 
dry. When he learned that buying the 
screens would mean a cost increase of 


about $300 a month, he found the 
necessary time to have them made in 
the department. 

Foremen have reduced the company’s 
bill for supplies (excluding raw mate- 
rials) about $7,500 since inauguration 
of the plan. Labor costs also have been 
reduced sharply. 

One foreman had the time study de- 
partment check his utilization of in- 
direct labor. The study showed that 
about 25% of his labor was_ being 
wasted. A sweeper, for example, would 
clean up around a machine just before 
the operator brushed metal shavings 
onto the floor. By eliminating this and 
other waste motion in the department, 
the foreman was able to bring about 
the 25° reduction in indirect labor 
expenses. 

As in every company, there is a good 
deal of borrowing of men and materials 
among our various departments. There 
is nothing wrong with this practice, of 
course, except that it often complicates 
the cost accountant’s job. But now, 
with the extra compensation plan in 
effect, slips are signed and pertinent in 
formation is recorded, even when a 
screwdriver travels from one depart- 
ment to another. 

The plan applying to management 
personnel other than foremen and sales 
men, is based on profits. But unlike 
most profit-sharing plans, this one is 
based on division profits rather than 
company profits. 

Hills-McCanna_ is organized into 
three divisions: the foundry, the ma- 
chine shop and the administrative di- 
vision (which includes purchasing, ac- 
counting and similar departments). A 
portion of the company’s annual net 
profit before taxes (known as “oper- 
ating profit’) is apportioned among 
each of the three divisions. The for- 
mula used in calculating each divi- 
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The figures to the right of 
the graph are percentage 
of increase in production; 
left, amount of bonus 
~ (stated as percentage of the 
foreman's basic wage). 
If you follow the curve 
representing a 10% increase, 
you will see that when 
production is increased from 
60% to 70%, the bonus 
amounts to a little over 
15% of the foreman's wage. 
At 80% production, a 10% 
increase amounts to about 
22% of the foreman's 
basic wage. 














wv) 40 50 60 70 80 


Percent Capac ty 


sion’s share is designed to reflect any 
increase in operating profit made by 
a particular division during the year 
because of reduced costs or increased 
sales (in the case of the two production 
divisions) or better “housekeeping” (in 
the administrative division). 

The salaries paid management ex- 
ecutives in each department bear a 
more-or-less fixed ratio to this annual 
profit. For example, in the machine 
shop division, execu- 
tives’ salaries may be equivalent to 
19% of the division’s operating profit. 
The figure may be 2% or 3% in each 
of the other divisions (these are not 
actual figures, but are used only for 
illustration). 

The division’s annual 


management 


operating 
profit is multiplied by this salary per- 
centage to find the bonus pool, out of 
which comes each executive’s bonus. 
The individual bonus is obtained by 
dividing the pool by the total execu- 
tive payroll in the division and multi- 
plying this by the individual’s salary. 

In some cases, the executive’s full 
salary is used as the multiplier. This 
group includes the factory superintend- 
ent, sales manager, chief engineer and 
production manager in the machine 
shop division, plus the factory super- 
intendent, sales manager and _ techni- 
cal director of the foundry. Also in 
this “100%” group are the following 
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administrative officials: the purchasing 
agent, director of industrial relations, 
chief cost accountant, chief accountant 
and assistant treasurer. 

Other management executives use 
only 75% of their salaries in figuring 
bonuses. Generally, this group includes 
executives who report to those in the 
“100%” 
staff engineers, chief draftsmen and 
chief clerks. 

All other management executives re- 
ceive a bonus based on 50% of their 
annual salaries. Included are sales cor- 


group, such as metallurgists, 


respondents, application engineers, the 
chief of the quality control department, 
the cost accountant, buyers, the com- 
pany cashier and the employment 
manager. Generally, this group com- 
prises management personnel beneath 
the other two in the company’s table 
of organization. 

The extra compensation plan has 
spurred management at all three levels 
to re-double their attack on unneces- 
sary costs. Several months ago, for ex- 
ample, one of the company’s customers 
needed a specially-designed valve, an 
adaptation of a standard product. 
Under ordinary circumstances, the 
sales department would have made a 
routine request to engineering for the 
necessary design. But, in this case, 
sales asked engineering how long the 
designing job would take. The answer 
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MACEY jj 


COLLATING METHODS 


+ +-prime aid to work simplification 









FLEXIBILITY 
of 


When you adopt efficient Macey methods, you 
get automatic collating designed to your spe- 
cific needs. Macey Production-Rated Collators 
come in 4, 8, 12 and 16-station models, with 
such efficiency builders as an offsetting jogger, 
a stapler, a tape delivery. For an idea of how 
much you can cut costs with a Macey, send 
| for our file of actual case studies of work sim- 
‘| plification— using Macey collating methods 
| —in companies you'll recognize. 


HARRIS-SEYBOLD COMPANY 


Dept. B, 4510 East 71st St., Cleveland 5, Ohio 


Please send me the free Macey case history file. 
Name__ 
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Special Products Division 











(Circle 217 for more information) 





was that 150 hours would be required. 
Because the price of the item couldn't 
possibly cover the cost of this engineer- 
ing time, the sales department stopped 
the matter right there. Through team- 
work, a red ink entry was eliminated. 

Recently, we converted our five lift 
trucks and a tractor shovel from gaso- 
line to propane, a fuel somewhat simi- 
lar to natural gas. When the vehicles 
had been operating on gasoline, up- 
keep totaled about $2,500 a year — 
$1,200 for maintenance, the rest for 
fuel. The purchasing agent learned 
that propane could be obtained for 
about 20% less than the price for gaso- 
line and that the switch would reduce 


the maintenance bill about 50%. Al- 
though the conversion cost is about 
$1,900, this money will be returned 
within two years, in the form of lower 
fuel and maintenance costs. 

An extra-compensation plan must be 
tailor-made for every company. The 
need for careful cost accounting is in- 
herent in the success of the idea, since 
every: item of expense must be charged 
to the person or department respon- 
sible. But, as our experience indicates 
once this problem is solved, the plat 
can make a significant contribution to- 
ward solving what is perhaps a com- 
pany’s knottiest problem—the problem 
of unnecessary costs. m/m 
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Additional 
Working Capital 
Available 
IMMEDIATELY 


Convert AUTO OR TRUCK 
FLEETS TO Cash 


We will purchase any portion 
of or entire, company owned 
automotive fleets, and lease 
them back to you under a 
leasing plan that offers every 
advantage of company owner- 
ship without tying up capital. 
Equipment replaced with new 
models as required. 


All Costs TAX DEDUCTIBLE!! 
Write for Complete Details 
Without Obligation 


Please advise number 
of vehicles in operation 


WHEELCO, Ltd. 


Suite 1801 








77 W. Washington St. « Chicago, Wt. 


(Circle 238 for more information) 

















BUY REX-O-91aph 


for Cleaner... Quicker... 
Modern Fluid Duplicating! 








@ Fast, accurate copies of all 
kinds of work! 


® Announcements, letters, bulle- 
tins, office forms! 


® Up to FIVE colors from one 
Master, one run! 


® Postcards to 9” x 14” size... 
tissue to card stock! 


® Automatic paper centering! 
® Precision-built, trouble-free! 


MODELS FROM $95 to $295 
(Plus Tax. . . F. O. B. MILWAUKEE) 





d 
DEALERS: Choice areas open for steady 


ies! 
profits on equipment and supplies! 


RE X-O-g2agh, cue. 


7848 W. Hicks @ Milwaukee 14, Wis. 















(Circle 241 for more information) 
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hand 
written records with microfilmed 
records has cut costs and boosted ef- 
ficiency in our Accounting Office. 
Within the last three years, our head 
ofhces in Dallas were doubled in size 
three times. In 1953, our sales of 
kitchen wares topped the five-million 
dollar mark, with some 1,600 con- 
tract distributors working through- 
out the western hemisphere. An as- 
sociate corporation handles the fi- 
nancing of approximately 12,000 in- 
stallment accounts. 

Our growth has been the con- 
tinuous application of sound busi- 
ness policies, with management re- 
quiring up-to-date accounting infor- 
mation on company activities. To 
keep the accounting work parallel 
with company progress, we now have 
15 accounting machines, microfilm 
equipment and miscellaneous adding 
and calculating machines. 

One of the greatest problems was 
the processing of orders, which were 
accompanied with deposits, so that 
complete and immediate reference 
could be available. ‘These orders 
were received in the Cashier’s Office 
and recorded in a cash received jour- 
nal. This involved posting the order 
number, the customer’s last name, 
the distiibutor’s name and_ the 
amount of the deposit. A copy of the 
order was retained and filed in the 
department and the original order 
was passed along to the Shipping 
Department to be filled. 


With a steadily increasing volume 


by Della Hamlin, Office Manager 


Saladmaster Sales, Inc., Dallas, Texas 


Microfilmed records 
replace journals 


Save over $5000 yearly in salaries and forms cost 


of orders, the posting job became 
more and more time-consuming un 
til it became the principal assign- 
ment for two clerks. Moreover, we 
anticipated that if business con 
tinued its pace of expansion, we 
would need two additional clerks in 
the Cashier’s Department for proc- 
essing the orders. 

A study revealed that by installing 
microfilming equipment, a_ single 
employee could handle the entire 
operation. She simply photographs 
the orders at high speed and _ the 
filmed copy becomes the Cashier’s 
permanent record. Other benefits of 
microfilming are: elimination of 
numerical filing of one copy of the 


invoice, elimination of the pen and 


ink cash received journal, reduction 
in sorting time, reduction in filing 
time, an easier billing system be 
cause fewer copies are involved and 
an actual saving of $546 last vear on 
forms cost. 

Microfilming also provides easy 
and quick reference to documents. 
Because all rolls of film and cartons 
are indexed and listed in a master 
index, any document can be located 
within a matter of seconds—much 
faster than by probing through file 
drawers. Because the equipment is 
not in full-time use on this applica- 
tion, other company records are 
filmed for safekeeping and also to 
recover space formerly used to store 
these other records. m/m 


With microfilming equipment, one employee handles complete processing of orders. 
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HOW DO 
BUSINESS FORMS PRINTED ON THIS 
PAPER DIFFER FROM 
ALL OTHERS... 


LL 





. . . Now, turn the page for the answer . . 








STOP ... please read preceding page first! 


NOW, YOU CAN HAVE BUSINESS FORMS THAT 
GIVE PERFECTLY LEGIBLE COPIES WITHOUT 
USING CARBON PAPER! THESE FOUR PAGES 
ARE PRINTED ON THE NEW EASIER-T0-USE, 
TIME-SAVING, SMUDGE-FREE NO CARBON 
REQUIRED oe PRESENTED TO YOU THROUGH... 
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800 GERMANTOWN 2.28 6 3s COAYTON ae ouHIO 
BUSINESS FORMS SINCE 1866 


Of 6i¢ce#s IN PRINCIPAL EF AES c 
PLANTS IN DAYTON, OQHIO; CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. F : a 


THIS NEW NO CARBON REQUIRED PAPER IS NOW Zs 
AVAILABLE FOR YOUR MULTICOPY BUSINESS FORMS! = cave 0*\ 
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See how your name is perfectly reproduced on 
the opposite page. If you care to test No Carbon 
Required Paper further, write any place on the 
back of this page. And remember, business 
forms printed on this paper will give perfectly 
legible copies when written by hand, on type- 
writers or on business machines. 








































Let Reynolds & Reynolds show you how your 
Invoices, Purchase Orders, Sales Slips, Re- 
ceiving Reports, Requisitions, Report Forms, 


————— Shipping Orders and other multicopy busi- 
\ ness forms printed on this new paper will cut 
\ costs and increase your office efficiency. 


( MAIL THIS COUPON TODA(' 


FOR COMPLETE INFORMATION! 


ME. 


| 
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Nga eee a S. 


to better serve you... 


The Reynolds & Reynolds Company, producers of business 


forms since 1866, maintains four plants, and sales 


offices in principal cities! 


SALES OFFICES 


Albany, N. Y. 
Akron, Ohio 
Atlanta, Ga. 
Baltimore, Md. 
Birmingham, Ala. 
Boston, Mass. 
Bridgeport, Conn. 
Buffalo, N. Y. 
Charlotte, N. C. 
Chicago, Ill. 
Cincinnati, Ohio 
Cleveland, Ohio 
Columbus, Ohio 
Dallas, Texas 
Davenport, lowa 
Dayton, Ohio 
Denver, Colo. 
Detroit, Mich. 

Ft. Wayne, Ind. 


Grand Rapids, Mich. 


Houston, Texas 
Huntington, W. Va. 
Indianapolis, Ind. 
Jacksonville, Fla. 
Kansas City, Mo. 
Louisville, Ky. 

Los Angeles, Calif. 
Lubbock, Texas 
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DAYTON, OHIO: EXECUTIVE OFFICES AND COMMERCIAL DIVISION 


ef “000 f vtéet co| 2 Nn nn i] lf i! in 8 





LOS ANGELES, CALIF.: WEST COAST PLANT 


Memphis, Tenn. 
Milwaukee, Wisc. 
New Orleans, La. 
Muncie, Ind. 

New York, N. Y. 
Newark, N. J. 
Oklahoma City, Okla. 
Omaha, Nebraska 
Peoria, Ill. 
Philadelphia, Pa. 
Pittsburgh, Pa. 
Portland, Oregon 
Providence, R. I. 
Richmond, Va. 
Rochester, N. Y. 

St. Louis, Mo. 

St. Paul, Minn. 

San Antonio, Texas 
San Diego, Calif. 
San Francisco, Calif. 
Seattle, Wash. 
Springfield, Mass. 
Syracuse, N. Y. 
Toledo, Ohio 
Tulsa, Okla. 
Washington, D. C. 
Reading, Pa. 
Wichita, Kans. 
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CELINA, OHIO: SYSTEMS DIVISION 








DALLAS, TEXAS: SOUTHWEST PLANT 


Carefully designed business forms will increase your 


office efficiency .. . 


call the business forms specialist, your 


Reynolds & Reynolds Representative ... today! 


THE REYNOLDS & REYNOLDS COMPANY 











vols 


BFC 


BEC 


oun 
has 
pec 

19C 


pro 
I 


age 
tul 
tha 


cen 


pet 
fine 
“to 
WO! 
low 
hits 
hav 
one 
WO! 
eno 
sou 
Whi 


wel 


Use 


bot 


for 


aus 





West side. Persona} contact yy in- 


OSTRANDER “Agcy, 505 5th Ave. 
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“Actually we'd 
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TYPIST-SWITCHBOARD 
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Take a second look 


before you ask for under 40° 


Ce of the 


our time is that while medical science 


ironies of 


has added twenty years to the life ex- 
pectancy of the average American since 
1900, he 


productive employment as long as his 


has not been able to stay in 
grandfather. Life expectancy after the 
age of 65 has gone up 10°% in this cen- 
tury, but the average work life after 
that age has dropped by the same per- 
centage in the same period. 

Today, untold numbers of com- 
petent men and women are unable to 
find work because they are considered 
“too old.” Sometimes, as in the case of 
women ofhce workers, the bar is set as 
low as thirty-five years. By the age of 
fifty, anyone of either sex is likely to 
have trouble finding a job and by sixty, 
one must consider himself lucky to be 
working at all. Thus, there exists an 


enormous and_ virtually untapped 
source of willing manpower—a source 
Which you as an employer might do 


well to explore. 


Usefulness not determined by age 

How old is “old”? Any answer is 
bound to be arbitrary and misleading, 
for age is a highly individual matter. 


hugust 1954 


The ethciency of some people begins to 
wane in early middle-age; others hit 
their prime much later and can give 
vigorous service well into their seven- 
ties. The only safe general rule you can 
make is this: chronological age is no 
criterion for an employee's usefulness. 
It is sheer prejudice for any company 
to set an across-the-board age limit on 
its personnel—and it may gets be a 
costly mistake. 

Independent surveys were recently 
made in two states, Illinois and New 
York, 


compare with their juniors. Both came 


to find out how older workers 
up with the same answer: they are 
every bit as good and. often better. 
These two studies happened to be 
limited to retailing, one of the few 
major business fields where hiring olde1 
people is common practice, but their 
findings parallel the experience of an 
increasing number of employers in 
every industry who have experimented 
with the policy. 

A research team from the University 
of Illinois asked store and department 
managers all over the state to comment 
on and rate the performance of each of 


their employees over the age of sixty. 


Robert L. 
in the University’s Business Manage- 
ment Service Bulletin. 

Twenty per cent of 


Peterson reported the results 


all the elderly 
workers in question were rated “excel- 
lent” by their own supervisors. ‘'wenty- 
nine per cent were rated “very good” 
called 


with only a smattering in the 


and most of the rest were 
“good, 
brackets. 


“fair” and “poor” 


Older workers more reliable 

The legend that older people are apt 
to lose more time through illness was 
were 


) 


disproved when no less than 70% 
reported to have less absenteeism than 
-and those 





the average younger 1 


of 75 years and older had an attend- 
ance record almost as favorable as that 
of people ten or fifteen years younger. 


One store manager in Bloomington 


added the note that after a _ recent 


blizzard, when public transportation 


was at a standstill, every one of his 
older employees was on the job when 
the store opened while more than 
half of the younger workers phoned to 
say they couldn’t make 

Doctors generally agree now that ill- 


ness is not a natural concomitant of old 


age; older people who take care of 
themselves are subject to no greater 
incidence of sickness than the average 
younger person. 

The survey also found the 60-plus 
group to excell when it came to “get- 
ting along with others,” despite the 
general belief that older people are in- 
evitably crochety and eccentric. On the 
issue of dependability, 58% were said 
to be “more dependable” than younger 
employees and 38% were placed in the 
“‘just-as-dependable” bracket. 

Most important, 39°% of the elderly 
workers were found to be more pro- 
ductive than youngsters, in terms of 
dollars-and-cents sales 
ume, while an additional 47‘ 


and work vol- 
were 
equal to their juniors in production. 
Peter- 
careful not to infer 
more from these findings than is justi- 
fied. One 
gain efliciency as they grow older, since 


However, according to Mr. 


son, we must be 
cannot assume that people 


those in the survey are obviously 
healthy and ambitious enough to have 
sought and held their jobs. Nor can 
it be said that older people should be 
hired in preference to young ones; it is 


always good business when possible to 
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THE “ONE-WRITE” WAY TO RUN A BUSINESS ic 5 


Colitho Division COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
118 Herb Hill Road, Glen Cove, N. Y. 





Send me the Folio of Colitho Application Ideas. 


Name 








Company. 


Address 








(Circle 206 for more information) 


hire people capable of giving long 
years of service. The report shows that 
work efficiency does not cease at any 
particular age, that selective groups of 
older workers tend to out-produce 
average younger workers and that olde 
people desire and need to continu 


working. 


N.Y. study corroborates results 

\ similar study, made by the New 
York State Council of Retail Mer 
chants, Inc., covered an area that does 


about 15°7 of the nation’s retail busi- 


oO 
ness. It revealed that experience in hir- 
ing older women has been 85° “‘satis- 


€ 
factory or better.” With men, the 
figure was lower, but still better than 
50°, on the favorable side. Generally, 
those employers interviewed felt that 
older people take a greater interest in 
the business as a whole and do things 
without being asked. They are stable 
and dependable; they seem to like the 
security of having work and _ staying 
put. Also, they have been trained 
under much more favorable conditions 
than existed during the last 15 years. 
On the debit side, a few supervisors 
complained that they are too set in 
their ways: one felt that some older 
people are simply interested in build 
ing up their social security benefits. 
However, as with the Illinois survey, 
the reports generally weighed heavily 
on the side of praise. 


Widespread prejudice evidenced 


Too many executives still need to be 
enlightened. In 1950, the U.S. Employ- 
ment Service made a study of the job 
openings listed with the State Employ- 
ment Service offices of four cities. It 
was found that in Columbus, Ohio, 
one of the test areas, no less than 80% 
of the jobs listed for women carried 
maximum age limits, often as low as 35 
years and 64% of the openings for men 
were similarly restricted. In Houston, 
Texas, 58% of the women’s jobs and 
50% of the men’s jobs were closed to 
applicants over a certain age. New 
York, N. Y. and Lancaster, Pa., the 
other two cities, made more liberal 
showings, but the incidence of age ceil- 
ings was still considerable. 

Women generally have a_ toughe 
time with the age barrier than men. 
This is particularly true in office work, 
where the complaint is frequently 





made that the older applicant is likely 
to be rusty in her skills, since it’s likely 
that she’s returning to work after years 
of housekeeping and child-raising. 
Many executives, who are willing in 
principle to hire an older secretary, are 
reluctant to stand by while she tries to 
re-orient herself to a kind of work she 
hasn't done in a decade or two. Often, 
too, the woman’s own attitude—shy 
ness about her age, fear of failure, r¢ 
luctance to compete with younger 
women—creates a barrier to her suc 
cessful employment. 

This particular problem has recently 
been brought into sharper focus by a 
shortage of younger women ofhice work 
ers in many parts of the country. This 
shortage is attributed not only to in- 
creased business activity, but to record 
breaking marriage and birth rates, as 
well as an actual decrease in the na 
tional population of young females. In 
1950, this country contained 19,000 
fewer girls between the ages of 20 and 
24 than in 1940 and one million fewer 
girls between 14 and 19, even though 
the over-all U.S. population increased 
by six million in the same ten years. 
Fhis means that the supply of young 
women workers will continue to dwin 
dle in the near future. 


Refresher training proves valuable 


Many observers believe the answe1 
to the ofhce-girl shortage is refresher 
training for older personnel. Courses 
for re-training former office workers 
have sprung up in various cities. It 
has been repeatedly demonstrated that 
any former typist or secretary can be 
restored to full efficiency in a short 
period, no matter how long her skills 
have lain idle. A “refresher” school 
was recently launched in Denver under 
the auspices of the U.S. Department of 
Labor and run by the Colorado State 
Employment 
with several Denver women’s organiza 
tions. Soon after the first class of 16 
“older women” had been graduated, a 


Service in cooperation 


check-up on the alumni showed that 
all were satisfactorily employed. Ac 
cording to the Employment Service, 
they were “well above the average level 
of ability, with a potential work life of 
10 to 20 years’ uninterrupted service.’ 

Individual companies have also pio 
neered by setting up their own olde: 


methods 








personnel programs and found that the 
policy pays off. A large Milwaukee 
bank used to rely on new high school 
graduates as its primary source of cleri- 
cal personnel. When its postwar expan- 
sion of business outgrew the available 
supply of youngsters, the bank turned 
to an existing, untapped major source: 
unskilled, older housewives who were 
willing to work on a part-time basis. 

Che bank first analyzed and simpli 
fred its various clerical jobs. For in- 
stance, work was planned so that a 
part-time bookkeeping machine ope 
ator would receive only those items 
already checked and approved by a 
full-time supervisor. An _ on-the-job 
training program made a_ part-time 
worker self-sufficient after 65 hours at 
the simplified bookkeeping job. A 
series of five-hour work shifts was estab- 
lished, running from 7 a.m. to 11 p.m. 
Then the bank ran the kind of help- 
wanted ad all too rarely seen: “Perma- 
nent part-time work. We train you. 
No maximum age requirements.” 

What began as an emergency meas- 
ure proved so profitable that the bank 
adopted it as regular procedure. Sev 
eral hundred women, many over fifty 
and some over sixty have been hired, 
trained and placed on the job. Many 
of them never worked before; thei 
jobs have given them a new outlook 
and interest as well as permitted them 
to add to the family income. Most of 
them are said to be “steadier and more 
careful” than younger employees. 

A similar policy-switch in a Chicago 
insurance firm, the Banker’s Life & 
Casualty Co., came about in an un- 
usual way. According to the company 
president, John D. MacArthur, it all 
began seven years ago when a 73-year- 
old widow walked into his office and 
asked for a job. Impressed by her sin- 
cerity and obvious mental alertness, he 
hired her at a starting salary of $150 a 
month, doing unskilled work in the 
accounting department. Now over 
eighty, she is earning $235 a month and 
still going strong. Her example opened 
similar employment to others, Of the 
2,706 persons on the Banker’s Life pay- 
roll today, 324 are over 60 years old 
and 780 are both over fifty and physi 
cally handicapped. They report that 
morale and efficiency have never been 
better. m/m 
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Now! New Desk Top Copying Machine 
Gives You Direct Copies in Seconds! 


Makes up to 300 Copies Per Hour at a Cost of Less Than 2¢ Each! No Stencils! 
No Masters! No Negatives! No Messy Inks! No Vapors! 


casa Soca ae 

















Saves Time and Money in General Copying 
and in “One Writing” Business Systems! 


It’s here! The high-speed, all-purpose copying machine 


practically any type of paperwork operation. It’s tailor- 
that turns out exact, facsimile copies of letters, invoices, made for order-invoice operations, purchasing-receiving 
reports — of practically anything typed, written, or printed work, and similar “one writing’ business systems... 
on ordinary translucent paper—in seconds! for specialized copying by accountants, lawyers, engi- 


Think of it—copies of 200 to 300 different items, up neers . . . and for general copying. 


to 1] inches in width by any length, made in one short The Copyflex Series 100 is made by the Charles 


hour. Made by a clean, quiet, odorless process that in- 
volves no stencils or paper plate “masters’’...no messy 
inks...no ammonia or ozone vapors! 


Bruning Company, specialists in copying since 1897, 
Let us show you how it can save you time and money 
in your office. Mail coupon below for full particulars. 





This remarkable new machine is so compact you can 





locate it anywhere, so versatile you can apply it in : 


(BRUNIN 
Copyll 


(Circle 240 for more information) 








4700 Montrose Ave., Chicago 41, Ill., Dept. 607 


Please send me more information about the Bruning 
Copyfiex Series 100. 


Name Title 








Company___ ait 





Copies anything typed, written, 
printed or drawn on ordinary trans- 
lucent poper—in seconds. 


Address__ 








City Zone State 
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Cash register computes 
change automatically 


A new cash register automatically 


computes the amount of change to 


be given the customer, It works 


simply: the sales clerk rings up a 
customer’s purchases in the usual way 
on the cash register, which creates a 
regular itemized receipt. ‘Then, in- 
stead of just taking a total, he takes 
a sub-total and enters the amount of 
“Amount 


money given him in an 


Tendered” key. 
“Change” key and takes a total. 


He then touches the 


As this procedure takes place, the 
“indication” at the top of the cash 
register shows the total purchased, the 
amount tendered and, as a last figure, 
the amount of change due the cus- 
tomer. All of these figures also print 
on the customer’s receipt, which is now 





not merely a receipt but a complete 
record of the entire transaction. 
There is no longer any excuse at 
all for giving a customer the wrong 
amount of change, no reason for a 
customer to doubt that she did get the 


right amount, at time of sale or after. 
Another outstanding feature of the 
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change-computing cash register is the 
ability to directly subtract coupons, 
bottle refunds, etc., simply by entering 
them through the “Refund” key. After 
purchases are itemized, a sub-total 1s 
taken, the coupons or other credit 
amounts are entered and a sub-total 
taken again, thus showing net amount 
due. ‘The amount tendered is then 
entered and the cash register figures 
change. The customer gets a com 
plete statement and the chance for 
manipulation of credit amounts is 
minimized. 

For more information, circle num- 


her 285 on the Reader Service Card. 


AL. 
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Free book details simplified 
bookkeeping system 








Nationwide surveys, conducted in- 
dependently by two eastern universi- 
ties, revealed that 87% of the nation’s 
small businesses attempt to maintain 
their record-keeping systems without 
any professional assistance. 

As a result, a national manufacturet 
of record systems and controls con- 


ducted a further survey. Starting with 


the premise that the new “get tough” 
policy of the Internal Revenue Serv- 
ice, backed by recent court decisions 
which make detailed records manda- 
tory for full proof of tax claims, the 
survey sought to determine what was 
needed—then what was wanted by 
businessmen to improve their systems. 
The results of the survey were turned 
over to the Jf. K. 
accounting firm = in 


Lasser & Company 
New York City 
with the commission § to develop a 


record-keeping system which would 


provide answers to all of the problems 
inherent to most businesses. 

A simplified bookkeeping system 
was thoroughly detailed, together with 
good 


a general discussion of why 


records are important, 


sonally by the late J. K. Lasser. 


written per- 
Pub- 





book | is 


available to readers without charge. 


lished for retail sale, the 


For your free copy, circle numbe 


286 on the Reader Service Card. 


( SALES. "nytt tester 


Unique sales order features 
two duplicating masters 
R. W. Richards 


Systems & Procedures Division 
Freuhauf Trailer Co. 
Detroit, Michigan 





The information found on = sales 


orders used by most companies has 
many uses in addition to its use tor the 


original sale. As a result, more copies 


of such orders are olten required than 
are prepared at the original writing. 
One method of providing for addi 
tional copies is by the use of a whit 
print master used in the «sales ordet 
torm. 

We use an unusual! system with two 
separate whiteprint masters in a Six- 
part set. The order gives all the 
needed data but is not unwieldy. 

A complete digest of each sale must 
be furnished by the salesman on his 
handwritten order. Maximum legibil 
ity and clarity is important on all 
copies of the order since the trailers 
involved are produced on the basis of 
information appearing on the order. 

A six-part form incorporates the 
writing of data on both sides of the 
opaque parts. The first and last copy 
are whiteprint masters. The last copy, 
however, Is printed only on the reverse 
side. ‘There is no carbon between 


parts five and six. In use, the salesman 


The first and last parts are Whiteprint Masters with the last part printed on the reverse side. Carbons 
are omitted between parts five and six permitting the writing of data on both sides of the opaque 
parts. Feather edge carbons are used between the other parts to facilitate reversal of the form. 


PART 18 (WHITEPRINT MASTER) 
PRINTED ON REVERSE SIDE ONLY 
— 
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methods 








fills out the face of the form, removes 
the feather-edged carbons, turns the 
set over, re-inserts the carbons and fills 
out the reverse side of the form. Thus, 
the inside copies are used on both 
sides and the two masters (parts 1A 
and 1B) are used to reproduce extra 
copies on paper that is sensitized on 
both sides. 

When a salesman completes the face 
of the order set, the fifth sheet (Cus- 
tomer’s Copy), which has been made 
longer than the other copies for easy 
identification, is removed and given 
to the customer. 

The order set and carbons are then 
reversed and the salesman completes 
the pricing data on the reverse side of 
the set. The first part (the front mas- 
ter) is blank on the reverse side and, 
therefore, a carbon is not re-inserted 
on top of this blank part. 

After price computations are com- 
pleted, the salesman submits the com- 
plete set intact with carbons to the 
Branch Manager for review and ap- 
proval. The Office Manager at the 
branch also reviews the order for com- 
pleteness, clarity and, if necessary, 
furnishes additional credit data. The 
branch order number is then assigned 
using a series of numbers preceded by 
a branch prefix number. 

The Office Manager removes parts 
2 and 4 from the set and sends parts 
1A, 1B and 3 to the Home Office Sales 
Order Clearance Department. Part 2 
is filed in the customer sales files and 
part 4 is sent to the Divisional Mana- 
ger’s office. 

At the Home Office, parts 1A and 
1B serve as masters for reproduction 
of additional copies for both the Sales 
and Production Departments. Part 3 
is filed for the Product Sales Manager. 

The new system simplifies Branch 
Office procedures and provides a direct 
instrument from salesman to factory. 
Production to exact specifications is 
assured and processing of the order is 
speeded up since re-typing of informa- 
tion is no longer necessary. 

The form is designed so that both 
sides of each copy can be used without 
disrupting the duplicating system. 
Feather-edged carbons facilitate re 
versal of the form. One writing of the 
form eliminates the possibility of 
transcription errors. m/m 
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Mirror-like papers that bounce light back into 
the eyes soon affect accountants’ work ... can 
lead to costly errors and lost time. 


Se 
Tanta Bia 


You Prevent “Glaring” Errors 


WHEN YOU CHOOSE EASY-TO-WORK-WITH HAMMERMILL LEDGER 


Your accountants will appreciate the way in which texture is ideal for typing and writing. (For ma- 
Hammermill Ledger’s low-gloss finish speeds work chine posting there is the special roller-gripping 
because it reduces eyestrain. And you'll save finish identified by the watermark ‘‘Posting 
money through a reduction in errors and lost time. Finish.’’) Test its strength, durability, and glare- 

In addition, Hammermill Ledger paper has a reducing surface, and you’ll see why this superior 
firm surface that rules perfectly and provides ledger paper is used by thou- 







clean printing on accurate forms. Its splendid sands of business firms. r 
; ay 
You can obtain business printing on Hammermill papers fgosimrenay, ly 
wherever you see this shield on a printer’s shop window. i kL Rios | 
Let the Guild sign be your guide to printing satisfaction. | | 










acca = ~ eee || 
edd 
ill Paper Company 7 
Sete Wast Lone Road, Erie 6, Pennsylvania 
F > Please send me— FREE—the sample book 
\ \S of HAMMERMILL LEDGER 
Name : 


LEDGER 


MADE BY THE MAKERS OF HAMMERMILL BOND 










BM-APR 








— ttach to, or write on, your business letterhead. ) 
(Please attach tv, I 


(Circle 216 for more. information) 
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Frigidaire Water Cooler 


Wastes No Money 
While It Waits! 





Flash-0-Matic Action Cools as Water Flows 


Wastes no water—wastes no electricity. Chills in- 
stantly as water is used. In laboratory tests, hun- 
dreds of 8-oz. glasses of water were drawn one after 
another from a Frigidaire Cooler, and the last one 
was just as cool as the first. Water pressure auto- 
matically regulated, no surging or dying out. 
Other models include bottle-type coolers and a 
special explosion-proof model for industries where 
explosive fumes or mixtures are present. Powered 
by Meter-Miser Compressor warranted for 5 years. 
Call your Frigidaire Dealer or write: Frigidaire, 
Dayton 1, Ohio. In Canada, Toronto 13, Ontario. 


























Frigidaire Water Coolers 


GFE BUILT AND BACKED BY GENERAL MOTORS 


(Circle 212 for more information) 


28 


Self-cleaning paint 


Despite the modern trend to 





ward color, white is still the most popular colo 
for building exteriors. An ideal paint for such 


purposes is the “titanium exterior” type, com 


monly called a “self-cleaning” paint. This type 
of paint offers both protection and appearance 

and most important of all, no maintenance 
problem. 

Ordinary white paints tend to collect soot and 
dirt from the atmosphere and hold it tenaciously 
to the surface, especially in industrial areas. ‘The 
titanium oxide paint has two outstanding chai 
acteristics: it has the greatest hiding power o1 
opaqueness of any of the white pigments and, in 
addition, it possesses certain peculiar chemical 
characteristics that make its self-cleaning proper- 
ties the best yet achieved. The illustration and 
explanation below details exactly how the 


process works. 





lL. The self-cleaning paint col 2 After several months, a fine 
lects dust and dirt from the atmos- white powder starts to form on 
phere during the first few months, the surface of this point. This 
while ordinary exterior paint con- formation breaks the grip of the 
tinues to pick up dirt throughout dust and dirt on the paint film, 
its life. loosing its bond. 











M-K ADJUSTO 
TRAY-BINDERS 
and 

ee a 
STANDS 


Easy adjustable 
stands made to fit 
one or more tray- 
binders — 

> © ong & 4! 


Le Febute 
SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


STEEL BANK and 


Tray 


Ulalnes 


OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


loll tiale etelelahasis 
teller units, ac 


rol ab alale mm aale(eallal-mmelst-.. 4 


Sac): V 


buses 


files 


equiment 


ings tubs, money 
fo (e]0]|0)(- maar] olelen ay 
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TakUirohaste nnn 


required 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 


Stands, 


Record Handling and 





3. When a rain comes, the fine 
white powder is washed away. 
Most of the accumulated dust and 
dirt is washed away with the sur- 
face dirt. 


4. The surface is clean and white 
again and this process is continu 
ous. It’s so gradual, that the long 
life of the paint is not adversely 
affected 


For more information on self-cleaning paint 


9 


and its applications, circle number 273 on the 


Reader Service Card. 











Housing Equipment. 


Le Frebure 


CEDAR RAPIDS, IOWA 





(Circle 222 for more information) 
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THE MANAGEMENT METHODS 


work 
center 


ee 


... men and machines 
dowt work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“integrated office 
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Rented space versus custom-built offices 





CEE After moving from 
one rented building to another for the 
first forty years of their existence, the 
Square D Company recently decided to 
put up their own building to meet ex- 
panded plant and office operations. 
While they found it was sometimes 
possible, in rented space, to meet 
standards of excellence in factory pro- 
duction, they were rarely satisfied with 
the results in office production. They 
found that no matter how efficient 
their manufacturing operations were, 
the actual shipment of the product 
could always be delayed by a bottle- 
neck in the office. 

During the past ten years the com- 
pany's expansion has been greater than 
ever before. Therefore, all the space 
and production problems had so mag- 
nified that there seemed to be only one 
solution, to build an administration 
building custom-designed to fill the 
firm’s office needs. 

The principle of “specific area lay- 
out” was carefully and economically 
applied to Square D’s office planning. 
In effect, this type of planning means 
that instead of allowing an amount of 
square feet of space designated as “gen- 
eral ofhce,’’ the planner analyzes the 
operations of the office, allotting a spe- 
cific number of square feet for each 
operation (i.e., billing machines, in 
voicing, records). For example, it 
may be decided that the cost account 
ing procedures can be efficiently per- 
formed in 150 square feet. An extra 
allowance must be made for the pos- 
sible company expansions and the pro- 


portionate expansion of each depart 


Why Square D stopped renting space and 
built their own office building 


Upper left, official “front” for new office building. Above, portion of second floor “open area” 
space shows high-intensity illumination. At center right, back-to-back rows of files serve adjoining areas. 


ment. In this type of planning it is im- 
portant to note that in the event of 
company expansion, all departments do 
not necessarily expand in the same pro- 
portion. The factory may expand by 
25%, and this could affect various de- 
partments differently. It might, for ex- 
ample, necessitate a 40% expansion of 
the personnel department, 20% in the 
payroll department and 5% in the ma- 
chine accounting department. So the 
efficient office planner tries to estimate 
the expansion rate not just of the over- 
all operation but of each department 
within the organization. 

Another way of allowing for expan- 
sion is through the use of the “open 
area” plan. Since there are no walls to 
obstruct the movement of departments, 
they can be moved whenever and 
wherever the circumstances require it 
and the entire work flow of the office 
can be easily adjusted to these moves. 
Open areas simplify the planning of 


the architectural elements, the func- 
tioning of the office and the mainte- 
nance of the space. 

Before going too far formulating 
plans for their office space, the com- 
pany appraised their office methods and 
procedures. All office work was Care- 
fully analyzed with an eye to stream- 
lining the operations. Forms design was 
integrated with work flow in eliminat- 
ing useless order and production forms. 
A similar analysis served to cut down 
on mail routing and other office pro- 
cedures. Basically, Square D has come 
out of their architectural planning ex- 
perience with a more direct and ef- 
ficient office routine. 


Planning the utilities 

In order to avoid any of their past 
troubles with lighting, the firm’s en- 
gineers set up their own testing room 
for lighting fixtures. For a period of 
two weeks they had several different 
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Attots 


PARTITION-ettes! 
and OFFICE-ettes* 


are a system of partition- 
ing panels plus integrated : 
Desk Units that can be | 


turned into a complete 





office workroom in minutes 












Because there’s more change and chang- 
ing going on in an office today than ever 
before, you'll find it worth-while to inves- 


tigate OFFICE-ettes’ and PARTITION-ettes’ 


without any special labor. 
They are designed scien- I 
tifically from the start to 
meet every requirement of 
the perfect packaged office 
...and all these Arnot prod- 
ucts can be used free-stand- 


ing or in an integrated, 





completely flexible set-up. 





uw rnok 





(Circle 204 for more 
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dealer, or write 


ARNOT - JAMESTOWN DIVISION 
AETNA STEEL PRODUCTS CORPORATION 
Jamestown, New York 


information) 


sleek, contemporary good looks and cha- 
meleon-like efficiency—their ability to pro- 
vide complete enclosures in an almost 
endless variety of shapes and sizes, utiliz- 
ing the proper combination of parts. With 
the unique Arnot system, you can set up 
an office within an office as easily as you 
move furniture. These fine Arnot products 
are available at your office furniture 


tT M Reg. Pat Pending. tn steel of wood, with or without 
bandtrost or clear glas 


* Licensed under DuPont Patent In steel or wood 


PRODUCERS OF: The new Arnot 

a Partition-ettes . Arnot Functional Office 

./ Ya Furniture; Hospital and Laboratory 

Equipment; Under-Counter Bank 

at Equipment; Aetna Steel Doors and 

vaverima —‘fames, Kahr Bearings; Boyle Metal 
Office Partitions (Aetnawal 

















types of fluorescent fixtures installed in 
a small private office. ‘I he choice was 
then made on the basis of first-hand 
observation. The company chose flush 
mounted fixtures with prism ground 
lenses. Light meter studies of the ac 
tual installations disclosed an average 
intensity of 85 foot-candles 
This 


favorably with all previous installations 


lighting 
at desk height. compares very 
at Square D. 

Electrical wiring and telephone ducts 
are under the flooring with outlets at 


regular intervals throughout the space. 





\ir conditioning and = sound-proofing 


are handled by a metal-tray ceiling. 
Che trays conceal the acoustical insula- 
tion as well as the air conditioning 
vents and radiant heating pipes 

Again the advantage of the 


plan is evident. Considerable economy 


open 


was achieved in the installation of the 
air conditioning system by the freedom 
with which the vents could be placed. 
There were, after all, no partitions to 
complicate the placement of the duct 
work and to necessitate extra vents in 
the ceilings. m/m 


Bc UPPLEMENTARY LIGHTING 






ning 
idea 


for proper work station illumination 





LEFT: Supplementary lighting in a well-lighted reception area. 


less birght, more conservative insurance office. 


eee BITS importance of hav- 
ing the right kind of light in the office 
today is generally recognized by man- 
agement, office planners and architects. 
However, specifying the right kind of 
light for individual work stations and 
individual workers cannot always be 
planned in advance, but often requires 


The 


on-the-job testing and analysis. 


RIGHT: individual desk lights in a 


worker of fifty, for example, may re- 
quire twice as much light as his co- 
worker of thirty performing the identi- 
workers in the same 


cal tasks. Two 


department, one handling large, 
blocked-out 


constantly peering over finely-printed 


business forms, the other 


price or rate lists, will need two entire- 


ly different lighting accommodations. 


methods 








In the offices of Robert Meeker As- 
sociates, of New York, television and 
radio station representatives, supple- 
mentary or individual desk lighting 
is provided for 90% of personnel, in- 
cluding the president. Their general 
fluorescent illumination is maintained 
at 30 to 40 foot-candles. In this office, 
consultation of rate lists, finely printed 
marketing maps and station data com- 
pilations are a continuous part of 
everyone's job, from the president, who 
uses the data as a basis of policy de- 
cisions, to the typists copying lists. 

Increasing the over-all illumination 
to the 50 or 70 foot-candle level needed 
for easy seeing in these close-vision 
tasks would certainly have supplied 
the right amount of light, but it would 
also have increased the glare factors to 
the point where they became even 
more of a strain on the eyes than in- 
adequate light. Individual, non-glare 
desk lamps created an immediate visual 
field for the individual worker ade- 
quate for his specific task and provided 
a brightness-contrast with his individ- 
ual surroundings. 

Another business organization faced 
with the necessity of raising the bright- 
ness coefhicient of individual work areas 
by means of supplementary lighting 
was the All-State Brokerage Company. 
Here again, ceiling fluorescent lighting 
provided over-all illumination, but for 
the continuous close-vision tasks of 
ledger clerks and appraisers, a more 
concentrated light was needed. Indi- 
vidual job analyses were made by light- 
ing engineers, who recommended a 
light level of 70 to 80 foot-candles on 
a work station basis. 

General office areas — reception 
rooms, stenographic pools, executive of- 
fices—were held at the 30 to 50 foot- 
candles adequate for work performed 
there. The new installation was respon- 
sible for the elimination of clerical er- 
rors and nervous tension. 

Supplementary lighting should be 
used not as a substitute for overhead 
lighting, but as an individual work 
tool given to specific workers because 
of the nature of their work. Both work 
together in providing the ideal seeing 
conditions for the modern office. 

For more information on supplemen- 
tary lighting, circle number 283 on the 
Reader Service Card. 
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Another Sylvania Achievement 


SYLVAN -AIRE 


A three-way functional treatment of beauty — sight — sound 
F B ) Bae =a 












= An efficient, 7: ft 
| \ comfortable 4 va 
= \ "light source! 






























A sound-control 
system! 


harmonious! 









SS 1 Architecturally 
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ROLLED PLASTIC 


SONO WEDGE 





, : " SUPPORT 
Adaptable! Easily Installed! Economical! CHANNEL 
You never saw a more fascinating or a more functional 
system of sight and sound control! It’s engineered by J 
Sylvania to serve 3 ways! Showing details of Sylvania’s new functional Sylvan-Aire. For 


ease and economy of installation, wire supports shown here 
are attached to lighting fixtures instead of structural ceiling. 





1 st ...it has the beauty and character of continuous 
corrugated white plastic. 








2nd ... it is a source of soft, eye-pleasing over-all lighting. Poo SSTRe, 
RATT Lock for this emblem— 


your guide toa 
Qualified Lighting 


3 d ...its inconspicuous V-shaped “Sono-Wedges,” lined 
[ with thick glass-fiber pads, deaden noise...re- CO: ACTOR 


duce distracting sound to comfortable levels. 


SYLVANIA Contractor. 
° . e mes? WV AVE ‘ & 
In addition, the corrugated form of the plastic permits air i ee 


to circulate along the supporting channels. Thus air-con- 
ditioning also can be effectively introduced. 


Flexible in Design! 
Sylvan-Aire’s light weight and flexibility of design permit 
it to be readily and economically installed in any con- Sylvania Electric Products Inc., 1740 Broadway, N.Y. 19, N.Y. 
ference room, office or working area. Be sure to remind 
your electrical contractor friends about this latest Sylvania yy 
achievement. For full details write today to Dept. 4X-3708 


at Sylvania. LIGHTING - RADIO - ELECTRONICS - TELEVISION 


(Circle 233 for more information) 


in Canada: Sylvania Electric (Canada) Ltd., 


University Tower Bidg., St. Catherine Street, Montreal, P. Q. 
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how much time and money out-grown or out-dated office arrangements 
have cost them — until they “start new” in space planned with 


This service is available to you without cost. Its effectiveness is based y 

on the widest experience in working with businesses ranging from 
the largest down to the one-man office. It is all-inclusive — 

covers revision of present layouts or organization of new ones; 










the aid of Art Metal Office Planning Service! 


a 


\ 


efficient use of working time and working space; AN ‘ty 


Why not take advantage of this experience from the very start 
when you plan to expand, move, or re-arrange your offices ? 
As a start, you can save many hours of planning time with 
the famous Art Metal office planning aids listed below. 
Call your local Art Metal representative or write 
Art Metal Construction Co., Jamestown 4, N. Y. 


cena 
| Mee Plamacey and LAYouT 
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© “ Things to be Done 
When You Move or Re- 
arrange Your Office”’ 


2 “Office Standards and 
Planning Book”’ 


ae) 


} “Manual of Desk Drawer 
Layout”’ 
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desks, chairs, files and modular work stations. 





































SEND FOR these publications — 
offered to you exclusively by Art Metal 
and nationally recognized for their practical 
value in efficient office planning. 

0 Office Planning Kit — including 


0 “Office Planning and Layout’’ —a basic “‘how-to’” manual 





©) Floor Plan Layout Sheets and Cut-Out Plotting Templates 





for 66 years the 
hallmark of the 
finest in office 
equipment and 
systems 


(Circle 205 for more information) 











Air conditioning 
problems solved 
with packaged units 


Air conditioning a six-story building 
flanked by two taller buildings, with 
which it has common side walls, was 
accomplished with twelve separate 
packaged units. The problem was to 
design a system that would (1) provide 
flexible operation so that the various 
departments could be cooled inde- 
pendently, (2) occupy a minimum of 
valuable floor space, (3) be installed 
with the least possible disturbance of 
normal business operations and (4) 
include provision for fresh air intake. 
Each unit at Rocke Internat’! Corp. 
is located in the space it serves and 
operates independently under the con- 
trol of a room thermostat. The larger 
packaged units have been placed ad- 
jacent to a central air shaft from which 
fresh air is introduced. Fresh air is 
also introduced directly through the 
window-type equipment, which has 
been utilized only in the rear of the 
building. A single cooling tower on 
the roof re-circulates condensing water 
to the packaged upright conditioners. 

Installation of equipment for the 
office floors involved only three opera- 
tions—placement of the equipment, 
addition of new vertical piping runs 
for water supply, drain and cooling 
tower connections and short duct runs 
to the air shaft. The particular lo 
cation of the equipment in each office 
area permitted this work to be done 
without interference with regular per- 
sonnel. In the promotion department, 
the duct installation work was divided 
into two stages so that at least half of 
the floor was available at all times. 

For more information, circle num- 
ber 290 on the Reader Service Card. 


New products 
for work center 
application 


Wood conference tables 
feature a variety of styles 

A newly designed line of tables for 
offices and conference rooms ranges in style 


from early Jacobean to contemporary, in 


methods 
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American walnut or white oak. Special 
sizes, heights and styles may be ordered fon 
custom installations or to match other 
equipment. A line of smaller tables, match 
ing the conference tables, is also available. 

For more information, write to Mutsch 
ler Brothers Company, Dept. S-1, Nap 
282 


panee, Indiana; or circle numbe) on 


the Reader Service Card. 


Individual air circulator 
for personal comfort 
A new miniature air circulator, approxi- 


” he he 


mately 5” x 5” x 5”, is an ideal piece of 

cooling equipment for each office desk. 
Made of chrome and plastic, the per- 

sonal fan will cool a person without creat- 


ing drafts or blowing papers about the 





desk. 
linger about the desk, through its intake. 


It will dispel smoke, which may 


It operates on AC only, is available in 
ivory, black, grey or walnut. 

For more information, write to the Di- 
mensional Products Company, 166 Second 
Avenue, New York, N. Y.; or circle number 
287 on the Reader Service Card. 


High-frequency vending machine 
serves hot grilled sandwiches 

A new, automatic hot food vending ma 
chine has a selection of five sandwiches, 
three hot and two cold. This dispenser is 
equipped with two coin mechanisms so 


that two people can operate the dispense 
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at the same time. 
tion can be set separately to sell from ten 


The price of each selec- 


cents to sixty cents, in multiples of 5c. 

All sandwiches are packed in individual 
paper (standard 
bread). Each selection is vended from in- 
dividual columns with a capacity of forty 


boxes sandwich loaf 


renew 


SEERA RATED 
fi 





sandwiches each. They 1emain in a re 
frigeration compartment until they are de 
livered. Cold sandwiches are delivered 
immediately. The hot sandwiches enter 
the high-frequency cooking unit and are 
cooked in 18 seconds. 

For more information, write to the 
American Vending Corporation, 12 East 
Grand Avenue, Chicago, Ill.; or circle 


number 289 on the Reader Service Card. 


Automatic lighting controlled 
by “photo-electric eye” 

A new, automatic light control switch 
works by measuring the outside light. The 
switch is mounted on a wall with its light 
sensitive “eye” pointing toward a window. 
Any lighting to be controlled is plugged 
into the switch. As it gets dark outside, 
the switch automatically turns the light 





on and it will stay on until daybreak when 


the “eye” turns it off. The switch may go 
on at a different hour every night depend 
ing on the hour of darkness. 

For more information, write to The 
Fisher-Pierce 
Street, S. 
chusetts; o» 


Reader Service Card 


Company, Inc., 63 Pearl 


Braintree, Boston 85, Massa 


circle number 281 on _ the 








Odd or Hew... 


emphasize your product 


IRONS & RUSSELL COMPANY 


INDUSTRIAL DIVISION 


ae Manufacturers 1861 


97 Chestnut Street, Providence, R. |. 














TO TODAY’S 


Top Desk Values 


If you want to get most desk per dollar 
— let “ID be your guide! These two 
letters identify an Indiana Desk. And 
that means they verify top value. You 
can bank on getting the fullest measure 
of quality . . . in woods, workmanship, 
and all-around utility ... in any of the 
many all-purpose models. ‘‘ID'' makes it 
easy to make the right choice! 


Right now, is a good time to see 
your nearest Indiana Desk deal- 
ak. er—or to write us for his name. 





Member Wood Office Furniture Institute 


dl e 
indiana LAY CO. 
JASPER, INDIANA U.S.A 








(Circle 221 for more information) 
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THE SUGGESTION 








Complete drinking water service, 
including AJAX or AERO Paper 
Cups and dispensers, improves em- 
ployee morale because it provides 
clean, sanitary, comfortable and 
DISPENSERS 


AJA CUP FILLERS 


UNITED STATES ENVELOPE COMPANY 
General Offices: Sprinyfield 2, Mass. 
= 15 DIVISIONS FROM COAST TO COAST 


(Circle 231 for 


® PAPER CUPS 





Zk *< Ny cups 





ps your employees 


ic steps 
uch drastic $ 
onl the 


Perha 
won't ta ‘ 
__ put they will appreciate 
nvenience of ce 
water service. 


ym- 
ease and co 


plete drinking 





natural drinking facilities . . . cuts 
down absenteeism because it re- 
duces the hazard of transmitted in- 
fection. Eight out of ten people 
prefer it. Ask your paper merchant. 


AERO ® 
KS — CUPS 
qs 
Also COLUMBIAN and 


PEERLESS Flat Cups 


It pays to deal with the 
distributor who carries the 
complete line of paper wa- 
ter drinking cups C2-4 
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AJAX® 
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ETROPOLITAN 


... @ carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 


Imperial dealer or write 
for particulars 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 








(Circle 218 for more information) 
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the purch 


Gm When it comes to buy- 
ing office equipment, it has become in 
difficult for the method 
minded executive to pick out just 


creasingly 


which of a hundred competing brands 
are right for him. 

He can—and does—continue to rely 
on price, design, manufacturer’s name 
and reputation, the equipment sales- 
man’s attitude and his own knowledge 
of the field. But what happens when 
all of these factors cancel out, when 
two or a dozen desks, dictating ma- 
chines or other office equipment look 
and act superficially alike and are com- 
petitively priced by reputable manu- 
facturers? 

It happened to us in early 1953. As 
a key platform in our then brand new 
equipment and furniture standardiza- 
tion program, we decided to replace 
our rambling miscellany of approxi- 
mately 300 swivel, folding and arm- 
chairs with a group of handsome pos- 
ture chairs that would fit in with both 
the over-all decor of our offices and the 





A methodical approach to 


ase of office equipment 


by Myles Fischer, Methods Department 


International Correspondence Schools, Scranton, Pa. 


specific seating needs of our entire 
clerical staff. 

As it turned out, it was not that 
easy. On analysis, it appeared that a 
grand total of seven posture chairs were 
good-looking, fairly priced, offered sup- 
port to the back and shoulders, and 
were just plain comfortable to sit in. 
After considerable discussion, we de- 
cided on an extensive on-the-job testing 
program to determine which chair (A, 
B, C, D, E, F or G) represented the best 
buy for us. 

On June 1, 1953, seven girls were 
selected who had been performing rep- 
resentative typing and clerical tasks at 
1.C.S. ‘They were introduced to the 
chairs, the purpose of the test and 
cautioned against discussing their ob- 
servations until the final day. 

On June 3, each girl was presented 
with a chair which was individually ad- 
justed by an expert to her physical and 
posture characteristics. At the end of 
each week the chairs were rotated and 
re-adjusted. The test lasted for a total 


of seven weeks so that every girl had a 
chance to use every chair. 

We were able to eliminate chairs 
almost from the very beginning within 
the first few weeks, two models (D and 
E) were dropped from competition be- 
cause the seats of both loosened and 
became wobbly, while the rubber parts 
started to check and crack. In the inter- 
ests of objectivity the girls were not 
told of this decision, but it should be 
noted that these two chairs scored far 
lowest in the later evaluation. 

For all practical purposes we were 
now dealing with only five of the 
original seven chairs and these were 
A, B, C, F and G. 

On July 31, after all models had been 
tested, the girls were refitted to each 
chair and allowed to refresh their mem 
ories. They were then asked to evaluate 
each chair according to the following 
point values: Superior, 5 points; Ex- 
cellent, 4 points; Good, 3 points; Fair, 
2 points; Poor, 0 points. The chart 
below details results of the evaluation: 






































Superior Excellent Good Fair Poor 
Chair 5 4 3 2 0 Total 
A . eee * 
5 15 2 22 
B * ** ek * 
5 8 9 2 24 
c tok oe 
12 6 18 
D * ** * *** 
4 6 2 0 12 
E * * eee 
3 4 0 7 
F * . oe * 
5 4 12 2 23 
G KK ae . 
16 6 2 24 
methods 





We had already dropped Models D 
and KE. We now also eliminated Model 
C, which not only scored a low total of 
18 but also received no recommenda- 
tions in the Superior or Excellent cate- 
gories. We were then down to Models 
A, B, F and G. 

At this point we re-examined the 
foun Model F 
back were 
sprung and adjustment of the back 
rest even to its forward limits failed to 


winners. lost out here 


because tubular 


Supports 


give adequate support. 

Of the starting seven chairs only 
three now remained—A, B and G. All 
were equally pleasing to the eye, back 
and pocketbook and all passed these 
ten rigid standards of excellence: 


I. Adjustments for seat height, angle 
of back support and height of back 
support. 


2. Casters with nut and bolt axles. 


3. Removable caster sockets. 


4. Positive lock on seat height adjust- 
ment, 

». Plastic or imitation leather seat and 
back pad. 

6. Fabric backing on the plastic up 
holstery to prevent tears resulting from 
spreading. 
7. Hard or soft rubber rollers as de- 
sired (depending on place of usage). 
8. Welded steel frame construction. 

9, Resistant to scratches. 

10. No protruding nuts, bolts, knobs, 
etc., to catch clothi 


1g. 

At this point we could have reached 
out and picked any of these three pos- 
ture chairs without great fear of error. 
Instead we shifted our emphasis from 
the product to the final objective — 
good posture. Did any of these three 
oller 

Did 


assured 


equipment manutacturers any- 


thing besides a fine chair? any 


have features which good 
posture? 
We 


chairs in actual 
fact. 


then re-examined the three 
use and discovered a 
Although all 


could have provided good posture seat 


surprising three 
ing, only Model G was being utilized 
properly by the majority of users ob 
served. The other chairs had been ad 
justed improperly by the users and, 
therefore, were of no more value than 
the poor chairs 


quality previously 


eliminated. The users had adjusted the 


august 1954 


chairs to conform to, rather than cor- 
rect, current bad posture habits. The 
Model G utilized 
properly became apparent. Its construc 


reason for being 
tion did not lend itself to easy adjust- 
ment by the user. Therefore, a person 
trained in posture seating had had to 
fit each chair to the individual user. 
The Model G’s 


manufacturer had provided such a per- 


representatives — of 


son and fitting service with each chair. 


The service of the other chair com- 
panies had ended with the signing of a 
delivery receipt. 

Model 


have two hidden advantages that, on 


G, therefore, turned out to 
analysis, had proved of considerable 
interest: 


I. Posture education—\odel G 
alone came equipped with a posture 
expert who presented what was to all 
of us a surprisingly illuminating little 
lecture on how to make seating as com- 
fortable an experience as possible. He 
also distributed solid and sensible in- 
Posture Research 


formation from the 


Institute. 


2. Follow-through—Manutfacturers A 
and B sold their chairs and then left 
the scene. In contrast, Manufacturer G 
maintained constant surveillance over 
the seating situation by sending a rep- 
resentative from time to time to check 


the and 


up on chairs and the men 
women who occupied them. Thus, de- 
spite periodic turnover, proper seating 
remained completely up-to-date. 
Based on “extras” we 
bought Model G posture chairs for all 


clerical employees. 


these hidden 


Increased produc- 
tion has been derived from them and 
users can attest to lessened fatigue at 
the end of the working day. In at least 
two cases, symptoms of arthritis have 


disappeared from elderly employees 


properly fitted with the new chairs. We 


are currently working out a_ similar 


procedure to standardize supervisor 


and executive seating. 
The seven posture chairs were appar- 
ently all alike, but after seven weeks, 


one chair showed a number of direct 


and indirect advantages. It seems to 


me a similar test could be worked out 


for dictati machines, tabulators, in- 


12 
he } 
any difficult-to-select 


m/m 


tercoms o1 othe 


types of office equipment, 


















wo USE 
LOOKING, 
OSCAR w YOU 
Ww CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 

when wages are paid by 

NRITE TODAY check. Nothing shows but 
the employee’s name. This 


improves personnel rela- 


tions. 
Ly) Send for Samples 


and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Illinois 





(Circle 226 for more information) 
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f EASIEST 
FILING 
Ever! 





Oxford Filing Supply Co., Inc. 
88 Clinton Road, Garden City, N. Y. 
Please send free Pendaflex catalog to 


NAME 





STREET 





CITY 
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rotected from Abuse 


In Two Special Ways 


FORMICA 


TOPS 

Available on any 
Alma desk. Resists 
scratching. Impervi- 
ous to fruit juices, 
alcohol. Cigaret 
burn-proof. 


DENSIFIED 


POSTS 


No snags or obra- 
sions con mar knee 
space posts. Forever 
smooth and kind to 
hose and clothing 





Better Desks Are Made of Wood 


office use. 


Furnish your offices with selected pieces from the 
Alma Management Group in Genuine Walnut. If you 
wish, tops may be of famous Formica*, cigaret burn- 
proof, impervious to fruit juices and alcohol, highly 
scratch resistant. Knee space posts are Densified—no 
snags or abrasions, ever! 

Enjoy the natural beauty and in-built comfort of 
Alma Desks for a business lifetime. Ask for name of 
your Alma dealer and illustrated literature on the 
1800 Management Group 


matching pieces for every 
Write today. 


Alma Desk Company, High Point, N. C. 


ALMA DESK CO., HIGH POINT, N.C. 


(Circle 237 for more information) 
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Solve your 


MAIL 


HANDLING 
PROBLEMS! 


Write for the new 


® 


MAIL HANDLING EQUIPMENT 


CATALOG 


CORBIN Mail Handling Equip- 
ment reduces work motions, 
ends congestion, handles larger 
quantities of mail in less time. 
Used in the majority of U.S. 
Post Offices, and in leading 
firms, universities and _ institu- 
tions. It’s the answer to your 
need for fast, efficient mail 
handling! 








a, 
LUT] | 1 
. —e/ 


Sizes and designs to 
meet your requirements 


MAIL THIS COUPON NOW! 


CORBIN Wood Products Division, Dept. 


| The American Hardware Corporation 


| New Britain, Conn. 


| Send illustrated literature and prices on Corbin Mail 


Handling Equipment and related products. 


NAME. 
I 
STATE 


bs 


second ——— eee 


(Circle 202 for more information) 


36 


) 
| 





Home study course 
to improve letter writing 


A new letter” writing 


course seeks to fulfill an essential need of 


improvement 


business. ‘The new text is a work manual 


with 8 instruction units and correction 
service on 8 examinations. 

Analysis, diagnosis and correction of the 
carbons of 64 actual letters written by the 
student is an integral part of the course. 
In addition, a follow-up is conducted to 
make certain that the student doesn’t re 
vert to old, bad letter-writing habits. 

Pre-tested by more than 100 correspond 
ents, the course has resulted in definite 
letter improvement. ‘The main objectives 
of the course are to acquire letter writing 
skills and to develop correct approach and 
attitudes. 

For more information, write to Inter 
national Correspondence S¢ hools, Scranton, 
9, Pa.; or circle number 280 on the Reader 


Service Card. 


Free booklet advises retail 
operators on cash handling 


Entitled, “How to Discourage Tough 
Customers,” an illustrated booklet outlines 
25 tips on cash handling and describes 
the best approach to cash protection in 
various types of stores. It also suggests 
ways to discourage burglars. 

According to the booklet, in 1953 there 
was a burglary in this country every 1.12 
minutes and a holdup every 8.8 minutes. 
The booklet advises how installing modern 
protective equipment can reduce insurance 
premiums as much as 70% in safe bur- 
glary policies. 

For a free copy of the booklet, write 
to the Mosler Safe Company, 320 Fifth 
Avenue, New York 1, N. Y.; or 


number 279 on the Reader Service Card. 


New machine completely 
mechanizes mass mailings 


circle 


A new mailing machine features a built 
in postage meter and power-driven stacker. 
The machine automatically gathers multi 
ple enclosures, inserts them into an en- 
velope, seals, prints postal indicia, counts 


and stacks the mail. With one operator 


at the controls, it prepares 3,500 to 4,500 
pieces of finished mail pe hour. 

This list ol accomplishments has been 
increased by the two new features. The 


postage meter unit enables mass mailers 
to completely prepare all types of mail 

including first class—in one continuous op 
eration. Separate payments of postage fol 
each mailing is eliminated—as is separate 
processing of mail for inserting and metet 
ne. Phe new power-driven. stacker has 
increased Capacity for envelopes, a factor 


which substantially reduces handling of 


finished mail by the operator. ‘The result 


is greater speed in mechanical mail prep 





aration, as well as reduced handling time 
between machine and post office. 

For more information, write to the In 
serting and Mailing Machine 
Phillipsburg, New Jersey; or circle number 
278 on the Reader Service Card. 


Company, 


Low-priced “electronic brain” 
ideal for smaller companies 

A new electronic computer for potential 
use in business routines as well as in engi- 
neering and scientific computation is con- 
tained in a cabinet the size of a normal 
desk. Designed for low cost mass produc- 
tion, it will sell in the $30,000 range, com 
pared with $500,000 to $1,000,000 for large 
scale “‘giant brains.” 
The machine is said to be unique in 
that it has no complicated dials, buttons 
or switches and that anyone can operate 
it without special training. 

It has an internal “memory unit” of the 
magnetic drum type which stores such in- 
rates and 


formation as tables of interest 


logarithms. It also stores intermediate re- 
sults of computations and other data re- 
quired in the solution of problems. 
Whenever needed for processing, the in- 
formation is automatically transferred to 
he computing mechanism or other com- 
12-digit numbers can be 


ponents. ‘Iwo 





added in 2/1000 of a second; it will also 


subtract, multiply and divide. 

Data are introduced through a keyboard. 
When all the computations have been com- 
pleted, the machine prints final answers 
directly at speeds of up to 24 characters a 
second. The machine automatically se 
lects the proper columns to print answers 
and it is flexible as to the size and shape 
of the document used and will handle up 
to 6 carbon copies. Results are immedi- 
ately available in usable form. 

For more information, write to Bur- 
roughs Corporation, Detroit 32, Michigan; 
or circle number 277 on the Reader Serv 


ice Card. 


How to get more use 
from your offset duplicator 


\ new booklet describes many business 
forms that can be printed by an offset 
duplicator and gives some helpful informa- 
tion on “forms design” in general. ‘The 
booklet suggests and illustrates all types of 
production and sales forms. 

For this free booklet, write to the 
Colitho Division, Columbia Ribbon w& 
Carbon Mfg. Co., Inc., Glen Cove, N. Y.; 
or circle number 292 on the Reader Serv- 


ice Card. 


Intercom system has ““memory” 
circuit and “‘cut-in” service 


A new dial-type intercom telephone 


system has a “memory” circuit and a 
device that allows key executives to “cut 
in’ to a busy line with urgent messages. 


The system also provides for direct con- 


methods 





nection with a paging or sound system, 
simple and easy calling of telephone con 
ferences and unlimited simultaneous sery 
ice of the entire system. 

The “memory” circuit makes it unneces 
sary to repeat the dialing of a line that is 
busy. ‘The system remembers the call and 
completes it the instant the busy line 
becomes available. ‘The ‘cut in” feature 
allows the preempting of any line in the 
system, even though it may be busy. 
number of 


Any desired people can 


confer simply by dialing a “conference 
call.” Only those who are dialed are on 
the one line. 

Since there are no shared circuits in 
the switchboard, all the phones in the 
system can be used at once. Peak calling 
periods do not cause traffic tie ups in the 
switchboard. 

The systems are available in 20-line and 
10-line capacities, but initial installations 
can be made in any fraction of those sizes. 
Each line can have up to six extensions. 
Additional lines, up to the capacity of 


added 


easily. The systems can be leased or bought. 


the board, can be simply and 


For more information, write to the 


Sound Equipment Division, Stromberg 
Carlson Company, Rochester 3, New York; 
number 274 on the Reade 


Seri ne S Card. 


Booklet details procedures for 
delinquent account collection 


or circle 


A new, illustrated booklet explains how 
the “showmanship” factor can be effec 
tively used to collect past due accounts. 
There are 29 different copy ideas to stimu 
late collections. The ideas are based on 
the logical premise that since showmanship 
is an important business tool in selling 
goods and services, it can easily be an im 
portant tool in completing the sale—by 
collecting for the goods or services sold. 

For a free copy of this booklet, write to 
1. August Tiger, 545 Fifth Avenue, New 
York, N. Y.; or circle number 293 on the 


Reade) Service Card. 


New discount handbook 
simplifies bill paying 

\ new tabular book, called a discounter, 
speeds the monthly process of bill paying 
and figuring discounts. 

With the discounter, you simply find the 
amount of the invoice in the horizontal 
column and_ the percentage of discount 
in the vertical columns. Where the two 
lines cross, you have the amount of the 


Lhe book has 


discount and the net figure 


august 1954 





is your 
office 
wasting 








$21,000? 


For graphic proof—send for 
Apsco’s booklet, “THE MYSTERY 
OF THE HIDDEN COSTS.” 
You might not be aware of it 
but it’s entirely possible that 
your own office is wasting $21,000 
a year through improper pencil 
sharpener placement. Don’t delay, 


send for your FREE copy today. 









_APSCO PRODUCTS INC. 
DEPT. M-6 

336 NORTH FOOTHILL ROAD 
BEVERLY HILLS, CALIF. 
Yes, I'm interested in reducing 
office overhead. Please send me 
your free booklet. 


NAME : 
(Attach coupon to your letterhead or 
business card and mail today!) 


(Circle 203 for more information) 
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full tabulations from Ic to $10,000 in per- 
centages from 2°, te 9% and by combi- 
nations of percentages from 14 of 1% to 
99°70. Using this tabular material, bill pay- 
ing computations can be done at a glance. 

For more information, write to L. D. 
Blehart Company, 10 Fiske Place, Mount 
Vernon, N. Y.; or circle number 275 on 
the Reader Service Card. 


Free planning guide available 
for sales training program 

A new booklet covers in brief, but com 
plete, form all possible aspects of sales 
training, whether for a company’s own 
sales force, for wholesaler and distributor 
salesmen or for the retail sales people 
selling the company’s product. It is pre- 
pared in “check list” form, so that the 
sales executive can go through with a pen- 
cil checking off the “plus” and “minus” 
values of his company’s training activities 
past, present or in the projected future. 
The booklet makes possible a thorough 
evaluation of the scope of a company’s 
operation in sales training and, at the 
same time, suggests many new approaches. 

For a free copy of this comprehensive 
booklet, write to Porter Henry ¢ Company, 
Inc., 507 Fifth Avenue, New York, N.Y.; 
or circle number 297 on the Reader Service 
Card. 


Pushbutton motorized file affords 
fast accessibility to records 

A new elevator file makes as many as 
$00,000 records readily available. To oper- 
ate the file, a button is pressed until the 
desired tray comes into working position, 
rhis motorized file has an “electrical brain” 


which automatically brings each group of 





trays to the operator by the shortest route. 
No record is more than three seconds away 
from the operator's fingertips. When the 
tray reaches the correct working position, 
the mechanism automatically stops, even if 
the operator continues to press the button. 

‘The file handles tab cards and all popu 







New Ways to 


Cut Your Shipping 


Costs and Time... 
wih Weber 


Label and Marking Systems 








Stencil is prepared 
in same operation 
as invoice or 
bill of lading 





tab-On Stencil 
System 




















The new Weber Tab-On Stencil ad- 
heres over ‘ship-to’ area. In one typ- 
ing, forms and stencil are prepared. 
Stencil clips on Weber hand printer 
for addressing direct-on-container at 
a rate of 50 per minute. 

Just One Stencil 

Print facsimile 
labels and address 
direct-to-container 
in one fast operation 











Direct to Container 
System 






Now low cost stencils already custom 
cut with a facsimile of your own ship- 
ping label. By just typing the “ship-to 

address on these stencils . . . clip on 
Weber hand printer and you’re ready 
to print shipping label and address di- 
rect to container in one fast operation. 





















Prints and 
Addresses Any 
Size Label In 
One Operation 
















WEDER LABEL AnD MARKING Siw 

DIV. WEBER ADDRESSING MACHINE CO, 
200 WEST CENTRAL ROAD 2 
moun? pRosract, ui iebis 














Low cost machine prints shipping or 
product identification labels and au- 
tomatically cuts them to size. Simultan- 
eously, it duplicates the shipping ad- 
dress or other information. Prepares 
and counts 100 labels per minute. 
Prints from inexpensive stencils. 
















Send For FREE Folder 
on WEBER Systems 


H WEBER LABEL AND MARKING SYSTEMS 
i Div. of Weber Addressina Machine Co. 
j Mt. Prospect, Ill. Dept. MM 84 

1 Send me free folder giving detailed information 
{ on [] Weber Tab-On System 
1 (J Weber Direct-to-Container System 

1 (.) Weber Custom Label System 
I 
! 
i 
i 
4 
I 





Name 

Firm 

Address 

City State 
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(Circle 239 for more information) 















oare amoumy | mopsre I 
NU-VISE STEEL SIGNALS 
FOR “VERTICAL” SYSTEMS 












> 3 
STEEL SIGNALS 


IZ 
FOR “Visipye” SYSTEMS 










RANSPARENT 
E” SYSTEMS 







2 
RAF | 
~- “VISIBL 


CKS 
FOR MAPS AND CHARTS 


f} See your Office Supply Dealer 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Massachusetts 






SIGNALS 
and MAPTACKS 


(Circle 214 for more information) 








Finger Tip 
DESK FILE 


BECAUSE... 


@ ADJUSTABLE DIVIDERS can be spaced as 
desired. Up to 20 Dividers can be set in 
corrugated strip in side-channels. 


@ LUCITE LABEL HOLDER atop each Divider 
awaits your identification tab. 


@ PAPERS or Catalogs, Magazines, Ledgers, 
Reference or Telephone Books can be held in 


file. 


@ ALL ALUMINUM, permanent 
acid treated against smutting. 


@ NON-SKID because of corner rubber cushions, 
which also protect desk. 


@ SIZE EXACTLY RIGHT—9 x 13 x 9!/,"' high. 


ONLY $4.75 with 8 Dividers 
Extra Dividers 25¢ each 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 


satin finish, 
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lar sizes of card records—no transcription 


ol present records to special cards is re 


quired, Trays are lightweight, portable and 
completely interchangeable. They can be 
lifted out of the file easily and can_ be 
re-arranged as desired. Various. sizes of 


trays for housing records of — different 


dimensions can be used in the same file. 


For more information, write to Depart 
ment G, Diebold, Inc., 818 Mulberry Road, 
SE. Canton, Ohio; or circle number 298 
on the Reader Service Card 


Inverter operates recorder 
through car battery 
A new inverter permits a busy executive 


or salesman to dictate material while in 


his car. ‘The inverter uses the storage bat 
and can be 


source 


tery as its powel 


mounted under the dashboard or in the 


trunk. It can be easily attached to any type 
of dictating machine 

For 
Imerican Television and Radio Company, 
East 4th Street, St. Paul, 


number 29] the Reader 


more information, write to the 


300 Minn.;: o7 


circle on Service 


Card. 


Free book details statistical 
quality control procedure guide 


\ comprehensive book details a com- 
plete case history of the successful appli 
cation of statistical quality control to an 
extensive manufacturing operation. — It 
presents an over-all program and_ specific 
procedure Which can provide valuable 
guidance for other manufacturers. 
Through extensive use of photographs, 
actual 


the 


charts, graphs, completed forms, 


records and mathematical formulas, 
booklet actually is a complete source book 
for production executives and quality con 
trol practitioners. It covers all phases of 
the 


Oo 
ning, 


manufacturing picture—design, plan- 


engineering, tooling, purchasing, 


production control and inspection. 
For a free copy of this comprehensive 
book, write to Marchant Calc ulators, Inc., 
1475 Powell Street, Oakland, California; 


979 


alu 


or circle number on the Reader Serv- 


ice Card. 


New reading glass provides 
its own light source 

\ lightweight, rectangular reading glass, 
illuminator, from 
110-115 volt outlet. 


with built-in operates 


any The new instru 
ment Hoods the entire wide field of view 
bulb in 


with glareless light from a small 


the base of the handle. The glass affords 





clear, shadowless reading of fine print and 
detailed examination of small objects un 


der any light conditions. 


For more information, write to the 
Bausch & Lamp Optical Company, 635 St. 
Paul Street, Rochester, N. Y.; or circle 
number 271 on the Reader Service Card. 


Ticket converter speeds punched 
card accounting procedures 
ticket 


converts data from small price tickets or 


\ new converter automatically 


stubs into punched cards, at the rate of 
100 a the 


preparation of reports. The new machine 


minute, for use in mechanized 


; 


; 


+ | 





eliminates manual sorting and tallying of 


tickets and posting of accumulated figures. 


Cards are automatically checked for ac 
curacy during the process. 
The ticket converter can summary 


punch and gang punch cards in addition 


to its basic “‘ticket-to-card’” function, 


thereby extending its use into the areas 


of inventory, production control, piece- 
work payroll and any similar accounting 
applications. 

For 
national Business 
590) 


more information, write to 
Machines 
New 


the 


Vadison Avenue, 


5 


or circle number 270 on Reader Servi 


ice Card. 








The DENOMINATOR 7 
goes to work for Dsordens 


Delivery route make-up is now simplified by using 
The Denominator—a modern, inexpensive, easy-to- 
operate device for counting and segregating tele- 
phone orders, shown at left, for quantities of ice 
cream by flavor, size, specialty, etc. This tabulation 
provides consolidated figures for load sheets at right. 
Some 80 Trucks in the Metropolitan New York area are now loaded 
with actual orders only—returns are reduced to a minimum. Result... 
greater efficiency and maximum savings in time and labor. 





For the simple solution to your counting-tabulating problems, write 
Dept. MM-41. 


nz Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y 1 


Manufacturers of Tabulating Machines for 40 years 


(Circle 207 for more, information) 
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If you want 


more information 


on any product or service described in 


MANAGEMENT METHODS, just circle 
the key number on the postage paid 
Reader Service Card bound into this issue 


and fill in your name, address, etc. If an 


eR a eg 


item has no key number, merely state the 
subject matter in the space provided on 


the card. 
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PLEASE SEND ME 


Management METHODS for one year at $5.00 


copies of THE INTEGRATED OFFICE at $2.00 each 


SUBSCRIPTION 


Payment enclosed Bill me Bill my company 


ORDER FORM 
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Company 


one year 
Address 


$R00 
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the 2nd issue of 




























































“integrated o 





a handbook for management on 







office remodeling, renovating, relocating 















































THE WINNERS 


lf you 


enlarging your offices, here’s a practical, down-to-earth guide 


have been thinking about remodeling, moving, 


BEST PLACE TO WORK AWARDS 


A section of THE INT E- 
GRATED OFFICE will present 
a complete picture story of the 
winners of the 1954 Awards. This 
competition was designed to un- 
cover the best examples of well- 
planned, well-integrated offices 

all parts of the country. Not con- 
cerned with merely “‘beautifu!” 
offices, they illustrate graphically 
how good organization of space and 
proper 
employee 


that will save you hours of trial and error planning. This year’s 
issue is crammed full of solutions to management’s most pressing 


problems: 


environment improve both 
and executive productiv- 


ity and morale. 


NNOUNC 
— ee Each of these questions — and this is only a parlial table of 
est Integrate 
Offices contents — is written by a recognized expert in terms of their 
Best Executive Office or experience with well-known firms. Dozens of photographs and plans 
Suite 


guide your selection to the proper solution to your neds. 
Best Clerical Work Center 


Rast. Meslenin tas To order, use the postage-paid reply card bound into this issue. 


We'll bill you later. NOTE: 


MANAGEMENT METHODS Magazine will automatically 


Lounge Area Primary addressees of 


Best Board or Conference 


Room ' 5 i <a — 
, receive their copies in September. This offer is directed to readers who 
Best Reception Room 


Best “Swecial Situation” receive their copy of MANAGEMENT METHODS from other 


Solution 





people in their firms, or to primary addressees who wish additional copies. 
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TIME SIGNALING RECORDING ~Y 


TURES You get accurate, indisputable records of 

EW FEA employee IN and OUT time. . . greater record- a) 
ing flexibility . . . automatic signaling of start- +4 
ing and stopping time from built-in bell . . . 


MORE and BETTER SERVICES! programmed control of bells, chimes, horns - 


— from Sec ell a neces 9 } 
m 1 tion of time indicating units with time record- - 
... from IBM fully automatic ing and signaling . . . easy resetting by external <<. 
key. You get all of these services and more . 
ATTENDANCE TIME RECORDERS from the new IBM Attendance Time Recorder. 
Write or call IBM for full information. i 




















IBM ELECTRONIC 
UTILITIES CONTROLS 


ELECTRONIC CLOCK 
AND SIGNAL SYSTEMS 


IBM JOB COST 
RECORDERS 


Feature around-the-clock 
self-regulation ... as much 
as 12 hours when required. 
Need no special clock and 
signal wiring. Easy, eco- 
nomical to install, alter, 
expand. 


Save time, effort, money by 
eliminating need for manual 
supervision in control of lighting, 
heating, air conditioning, ven- 
tilating, and water flow. 


Record direct job time. 
Provide sound basis for 
figuring costs. Register 
START and STOP time au- 
tomatically. Help you | 
control non-productive 
time. 


You’re RIGHT on TIME with | J RMI tz ; 
BM lime Equipment 


INTERNATIONAL BUSINESS MACHINES e 590 MADISON AVENUE, NEW YORK 22, N.Y. 
Branch Offices Located in Principal Cities 
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